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ABSTRACT 

To gather more information on the role of the liaison 
in research libraries, the Association of Research Libraries (ARL) 
Office of Management Services conducted a survey in 1992 of its 
academic library members. Completed surveys were returned by 49 
libraries. Liaisons in both technical and public services were 
reported by 59 percent, while 31 percent reported having only public 
service liaisons. While no typical liaison position could be 
identified, 13 libraries reported having written definitions of 
liaison practice, 24 reported policies or guidelines, and 15 
formulated definitions for purposes of this survey. New aspects of 
liaison work are emerging as access to electronic information sources 
expands. There is a growing need to know what factors contribute to 
effective liaison relations in the academic setting, and more focused 
and objective studies may be necessary. The kit contains: (1) survey 
results; (2) responses about organization and coordination of liaison 
librarians from nine libraries; (3) position descriptions from eight 
libraries; (4) definitions and guidelines from 15 organizations; (5) 
descriptions of internal communication of liaison activities from 
four libraries; (6) liaison services for library users from five 
libraries; (7) training descriptions from four libraries; (8) go^ls 
and evaluation criteria from eight libraries; and (9) assessment 
policies from two libraries. An annotated bibliography of 30 entries 
is provided. Flyer 189 is included, which summarizes the kit. 
(SLD) 
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Flyer 189 

INTRODUCTION 

Since the introduction of subject specialists in North American 
academic libraries during the 1960s, liaison activities have been 
an integral part of the services provided by academic librarians. 
Prior to that time, much of the responsibility for building 
library collections was held by teaching faculty. As the shift 
toward library control of acquisitions budgets and collection 
development occurred, a close working relationship between 
faculty and the library developed through the cultivation of 
liaison relations. The role of liaisons has evolved over the 
yzars as the need for additional services has grown. More 
recently, as the potential for access to remote information 
sources increases, liaison services are taking on even greater 
importance. In a setting where access to information is infinite, 
the role of the liaison as a knowledgeable guide grows in 
importance. 

In order to gather more information on the role of the 
liaison in research libraries, the ARL Office of Management 
Services conducted a survey in the Summer of 1992 of its 
academis library members. The questions on the survey were 
designed to elicit both descriptive and categorical responses 
documenting the range of activities in which liaisons engage. 
Four major areas of assessment were investigated: 1) the 
placement of liaisons within the organizational structure; 2) the 
definition of liaison services, and policies pertaining to them; 
3) the coordination of liaison activities/ and 4) the nature of 
liaison practice itself. 
SURVEY RESULTS 

Completed surveys were returned by 49 libraries (47% 
response rate), all of which employ librarians with liaison 
responsibilities. Few respondents (3) identified a single 
location in their library's hierarchy where liaison librarians are 
positioned. Nearly twice as many libraries (59%) reported 
liaisons in both technical and public services as reported 
having only public services liaisons (31%). Titles used to 
designate librarians with liaison responsibilities also differ from 
one institution to another, as well as within individual 
institutions. Consequently, in most cases, no "typical" liaison 
position could be identified for analysis. 

Reporting Relationships, In the majority of libraries 
responding, liaisons (35 libraries) have dual assignments 
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requiring them to divide their time among a wide variety of 
duties, as well as to report to more than one coordinator. In 
general, liaisons are assigned one or more "primary" areas of 
responsibility such as reference, cataloging, or administration, 
to which their subject liaison assignment is added, and which 
determines both to whom they report, and the scope of their 
liaison activities. The most frequent pattern of reporting (9) 
involves one department head and a Collection Development 
Officer. Overall, 51% of responding libraries have at least some 
liaisons reporting, in whole or in part, to a Head of Collection 
Development. Liaison responsibilities may consume anywhere 
from 5% to 100% of a librarian's time. 

Definitions and Policies. Thirteen ARL libraries reported 
having written definitions of liaison service or practice; 24 
libraries reported having policies or guidelines governing 
liaison activities; and 15 formulated definitions for purposes of 
this survey. Altogether, a total of 31 documents containing 
definitions and/or guidelines were obtained for analysis. 
Content analysis of these documents revealed five recurring 
elements: 1) a statement of the purpose or mission of liaison 
work; 2) identification of the liaison's service group(s); 3) an 
indication of the role assumed by a departmental 
representative, if one is appointed; 4) a statement about the 
nature of communication between liaisons and their assigned 
departments, and 5) an indication of the range of services 
liaisons are expected to offer. 

Faculty \vere identified as the primary target of liaison 
activities in 23 of the 30 documents analyzed (77%); of these, 
14 also considered students part of the liaison's primary service 
group. Collection development was stated to be the primary 
activity supported by liaison relations in all but eight of the 
documents. Other activities included: reference, library 
instruction, new faculty orientations, and mediation of service 
problems. Half the documents called for a departmental 
representative to s**rve as the liaison's primary contact, and in 
nearly every case, the definitions or guidelines made clear that 
communication was to flow between the library and the 
faculty and university community. 

Liaison Activities. Other questions on the survey elicited 
additional information about the activities in which liaisons 
engage, and how liaisons interact with assigned departments. 
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Methods used to assess the information needs of liaison 
departments emphasize the importance of ongoing personal 
contacts (37%), individual consultation with faculty (20%), and, 
to a lesser degree, students (16%). Both formal and informal 
methods of communication are used to promote liaison 
services, although only eight libraries reported having a 
handbook or manual explaining liaison services to users. It is 
clear from survey responses that liaison practice takes a variety 
of forms depending upon the particular inclinations of liaisons 
and the differing needs anc 4 methodological approaches to 
knowledge adopted by each discipline. 

Faculty Role. According to survey results, faculty play a 
fairly active role in collection development. In addition to 
recommending specific titles (94%) and rating firm orders 
(41 %), faculty at a surprisingly large number of libraries review 
books arriving on approval plans (33%). Faculty may also 
participate in approval plan profiling (31%), or reviewing 
current serial subscriptions and recommending new journals 
(16%). In 71% of libraries, however, the selection decision 
ultimately rests with liaison librarians. 

In addition to this decision-making role in collection 
development, liaisons at some institutions serve in an advisory 
capacity with regard to policy issues (53%) and budget 
allocations (73%), either by serving on, or providing input to, 
library committees, or through written reports or individual 
consultation with the Head of Collection Management. 
However, eight libraries (16%) indicated liaisons have no input 
to materials budget allocation, and in 7 (14%), liaisons have 
only advisory responsibility for collection development. Only 
three libraries indicated policy issues are decided without 
liaison librarians' input. 

Communication Processes. The survey also asked about the 
methods by which information gathered by liaisons is fed into 
the library's decision-making processes. Six strategies, used 
either alone or in combination, were identified in the 44 
narrative responses to this question. These formal methods, 
which include meetings of liaisons as a whole (23%), as subject 
clusters (23%), or in a representative committee (25%), as well 
tis written reports (23%), individual meetings with a collection 
management administrator (18%). and regular departmental 
meetings (14%), are supplemented with informal 
communication in at least 27% of libraries responding. Other 
strategies mentioned were periodic needs assessment surveys 
(2) and serials reviews (2). Five libraries did not have formal 
processes for communicating information gathered by liaisons 
to library administrators, while one library has no means at all 
tor such communication. 

Surveys indicated that the most common challenges to 
effective liaison work are time (67%) and budgetary constraints 
(57%), the former due to competing responsibilities. Other 
common barriers were un receptive (31%) or over-demanding 



faculty (20%), responsibility for too many departments (31%), 
and lack of appropriate subject expertise (24%). 

Thirty-four (69%) respondents commented on what 
they thought graduate degree programs in library science 
should be doing to prepare graduates for performing effective 
liaison work in academic settings. Responses fell into three 
categories: 1) practical knowledge about liaison practice; 2) 
general skills development; and 3) specialized knowledge of 
scholarship and research processes. Most frequently mentioned 
were communication skills (26%), and the need for a deeper 
understanding of collection development (24%) and the 
budgeting and acquisitions processes typical of academic 
libraries (24%). A fuller discussion of the political and cultural 
dynamics effecting university communities (15%) was also 
recommended. Some (15%) expressed the opinion that much 
of what liaisons need to know in order to be effective cannot 
be taught, but must either be intrinsic or acquired through 
practice. 

Respondents' closing comments generally support the 
importance and effectiveness o f . liaison services in academic 
libraries. Concern was expressed however that liaisons need 
"freedom to work independently with faculty and users...(and 
their work] needs to be better recognized and rewarded by 
management for the skill and creativity it requires" (U. 
Minnesota). This attitude is reflected generally by the 
de-emphasis on policies regarding how liaison responsibilities 
are carried out. What is stressed is what gets accomplished 
through liaison relations, and how liaison activities impact 
other responsibilities such as collection development, 
instruction, and reference services. 
ISSUES AND TRENDS 

There are new aspects of liaison work emerging as access to 
electronic information sources expands. As these changes take 
place it may be beneficial to examine liaison services in a more 
focused and objective manner than has been done previously. 
There is a growing need to know what factors contribute to 
effective liaison relations in the academic setting. Effort should 
be made to continue exploring non-traditional and expanded 
roles for liaisons, as contributing members of research teams 
and instructional programs. 

Until recently, the library collection has formed the 
focus of library activity. But as the physical collection becomes 
less central, the user is becoming the focus of library services. 
The role librarians are to have in this decentralized information 
environment could depend largely upon the effectiveness with 
which liaison librarians are able to monitor, anticipate, and 
responding to users' information needs. 

This Kit and Flyer was compiled by Gail F. Latta, Assistant Professor and Psychology Subject 
Specialist, University of "Nebraska Libraries, and was prepared as part of the OMS 
Collaborative Research/Writing Progrvn. 
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TO: SPEC Liaisons 



FROM: C. Brigid Welch, Pr ogr an Officer for Information Services 

Gail F. Latta, Assistant Professor, University of Nebraska -Lincoln 
GailLtunllib.unl.edu or (402) 472-2521/(402) 466-7486 

DATE: 6 September 1992 

SUBJECT: SPEC Survey and Call for Documents on Liaison Services 

This SPEC Survey is designed to assess the status of liaison services in academic ARL 
Libraries. Specifically, we are interested in examining the activities and management of 
librarians whose Job duties include, in whole or in part, serving as the library's liaison 
with one or more academic departments. The term "liaison librarian" in this survey should 
be interpreted in this broad sense. The questions are intended to focus on those aspects of 
liaison librarians' work which define their role as liaisons, regardless of what their other 
Job responsibilities include. A SPEC Kit compiled from survey responses will document the 
scope and nature of liaison services in academic ARL libraries. 

Because we are assessing an aspect of librarianship which has received limited systematic 
examination in the past, many of the questions invite extended explanation or elaboration. 
In some instances it may be necessary to append additional sheets of paper in order to 
complete your responses. Alternatively, if a question may be answered by referring to 
existing library documents, you may sicnply indicate so on the survey, and enclose copies of 
these documents with your completed survey. Some of the questions on this survey may 
require analysis of your library's operations from a new perspective; therefore, if you 
should desire clarification, please feel free to contact me, or to consult with colleagues 
before making a response. Your participation in this survey is very ouch appreciated. 



SPEC SURVEY - LIAISON SERVICES 



Library/Institution: 

Contact Person: Title: 



Telephone: E-mail : 



Part A - Organizational Structure 

1. Does your library employ librarians whose Job duties include liaison responsibilities 
with designated academic departments? / 

YES — Please respond to all remaining questions on this survey. 

NO — Please indicate, below, who serves as the library's primry contact with 

faculty and students at your institution. Then read the following survey 
questions, responding only <f applicable to your institution: Part A, 
question 6; Part B, questions 1 & 5; Part D, questions 2, 3, 5, 7, & 9-11. 



2. What is the official title assigned these librarians? (if more than one title is used, 
please list and explain) 



SURVEY RESPONSES 

A - Organizational Structure 



Does your library e^>loy librarians whose Job duties Include liaison 
responsibilities with designated academic departments? 

49 YES 

0 NO 

Respondents: University of Alabama 
University of Alberta 
University of British Columbia 
Brown University 

University of California, Berkeley 
University of California, Irvine 
University of California, San Diego 
University of California, Santa Barbara 
University of Chicago 
Colorado State University 
University of Connecticut 
Dartmouth College Library 
Georgetown University 
University of Guelph 
"Harvard University 
University of Hawaii 

University of Illinois at Urbana-Chaapaign 

University of Iowa 

University of Kansas 

Kent State University 

lfcGill University 

McMaster University 

University of Manitoba 

University of Maryland at College Park 

Ifassachusetts Institute of Technology 

Michigan State University 

University of Michigan 

University of Minnesota 

University of Nebraska-Lincoln 

University of New Mexico 

New York University 

University of Notre Dame 

University of Oklahoma 

University of Oregon 

Princeton University 

Purdue University 

Rice University 

State University of New York at Stony Brook 

Syracuse University 

Tewple University 

Texas MM University 

University of Texas at Austin 

Virginia Tech University 

University of Washington - Main Library & branches 
University of Washington - Health Sciences Library 
Washington University 
University of Waterloo 



Wayne State University 
University of Western Ontario 
* one general liaison serves all faculty 



2. What is the official title assigned these librarians? (if More than one title 
is used, please list and explain) 

Responses varied widely; liaison responsibilities nay be either a 
primary or secondary assignment. The following titles were Mentioned 
by one or More institutions as including some component of liaison 
responsibility. The titles May be used alone, or in combination with 
other titles or a subject designation identifying the liaison's area(s) 
of responsibility. 

Specific designations: 

Bibliographer / Subject Bibliographer / "Subject" Bibliographer (16) 
"Subject" Librarian (12) (ex. "Latin American Studies Librarian" 

or Social Sciences/HiMMnit ies Librarian") 
Selector / Subject Selector (8) 

Collection Development Librarian / Collection Management Librarians / 

Collections Librarian (4) 
Head of Collection Development &/or Management (4) 
Library/Faculty Liaison / Liaison Officer / Liaison Librarian / 

Liaison to Depart Men t (4) 

Subject Specialist (2) 

Collection Manager (secondary assignment for PS or TS librarians) (1) 
Area Librarian (across disciplines) (1) 
Reference/Collection Development Librarians (2) 
Science Information Network Librarian (U. British Colunbia) 
PARSCAN Librarian (patents) (U. British Columbia) 
Assistant Director for Research Resources (liaison to all faculty) 
(Harvard University) 

Others with liaison assignments include: 

Reference Librarians (9) / Department, Unit, or Branch Heads (6) / 
Special Collections Librarian/Curators (5) / Catalogers (3) / 
Acquisitions Librarian / Serials Librarian / Special Librarian / 
Instructional Services Librarian (2) / Assistant Librarian (2) / 
Academic Support / Interlibrary Services Librarian / Systems Officer / 
Circulation Services Librarian / Coordinator, Newspaper Project 

3. Where, in the organizational structure of the library, are these librarians 
positioned? 

Liaison responsibilities are assigned to librarians throughout the organizational 
structures of most ARL libraries that responded, (see also Part A, question 7, 
below). Seventeen respondents provided organizational charts clearly illustrating 
the reporting lines of positions that include liaison responsibilities. A 
selection of these charts are reproduced in the "Organisation and Coordination of 
Liaison Librarians" snot Ion of this SRC Kit* 
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7. Are librarians with liaison responsibilities considered part of technical or 
public services personnel? 

0 technical services (all liaisons are part of technical services) 
15 public services (all liaisons are part of public services) 
2 both (all liaisons are considered part of both technical and 
public services) 

27 either (a liaison may hold a position in either technical or 
public services) 

8* other (please explain) . 

4 No Response 
* = more than one option Marked by 7 of these respondents 

4. How many positions in your library include liaison responsibilities? 

see chart on next page 

6. Please provide approximate figures for: 

a. the total number of faculty at your institution 

see chart on next page . 

b. the size of the undergraduate enrollment 

see chart on next page . 

c. the size of the graduate student enrollment 

see chart on next page . 

5. For each liaison librarian, please indicate how many humanities, sciences and 
social sciences departments are assigned; 

Thirty-four libraries provided data for this question. The following is an one 
aggregate representation of the number of departments liaisons in different 
disciplines serve. The data do not reflect size or service demands of 
departments, nor are the figures adjusted for proportion of appointment devoted to 
liaison responsibilities. 



% Liaisons with ## Assigned Departments 
Himi/SocSci/Sci/Hum&SS/H&Sci/SS&Sci 



1 department 


51% 


46% 


38% 


0 


0 


0 


2 departments 


18% 


24% 


17% 


33% 


20% 


24% 


3 depart aents 


14% 


14% 


13% 


30% 


0 


24% 


4 departments 


9% 


6% 


11% 


13% 


60% 


12% 


5 departments 


6% 


5% 


11% 


5% 


0 


12% 


6 departments 


<1% 


2% 


5% 


2% 


20% 


18% 


7 departments 


0 


<1% 


2% 


3% 




0 


8 departments 


<1% 


2% 


<1% 


8% 




5% 


9 departments 


<1% 


1% 


<1% 


0 




0 


10 departments 


<1% 




1% 


3% 




0 


11 departments 








3% 




5% 


12 departments 






1% 










100% 


100% 


100% 


100% 


100% 


100% 



Note: Data gathered on the number of academic departments for which each liaison 
is responsible, as well as the size of the faculty and student populations (see 
next page), did not reveal discernible patterns. The variability in this data was 
too great to draw any conclusions about the relationships among these parameters. 
Further analysis, perhaps using budget data reported to ARL, or translating 



positions with partial liaison assignments into "full tine equivalents", might 
produce some standardized measures of staffing for liaison services. 



4, # liaisons 6a- total faculty 



Alberta 


48 


1421 


Alabama 


22 


794 


Brit. Col. 


9 




Brown 


20 




UC Berkeley 50 


2200 


UC Irvine 


19 


1425 


UCSD 


25 


675 


UCSB 


36 


850 


Chicago 






Colo State 


15 


1567 


Conn 


19 




Dartmouth 


30 


854 


Georgetown 


26 


734 


Guelph 


24 


740 


Harvard 


1 




:fewaii 


33 


2044 


Illinois 


25 


2417 


Iowa 


29 


1033 


Kansas 


31 


2000 


Kent State 


29 


912 


McGill 


all 




McMaster 


2 


1000 


Manitoba 


31 


1284 


Maryland 


22 


2000 


MIT 


37 


1000 


Mich. State 


37 


2600 


Michigan 


45-50 


3000 


Minn 


52 


1513 


Nebraska 


20 


1500 


New Mexico 


30 


1400 


New York U 


23 


1097 


Notre Daae 


17 


1145 


Oklahoma 


11 


1470 


Oregon 


25 


1100 


Princeton 


60 


700 


Purdue 


20 


2000 


Rice 


12 


500 


SUNY-SB 


26 


911 


Syracuse 


25 


928 


Teaple 


19 


1670 


Texas AMI 


22 


2013 


Texas 


38 


2044 


Vir. Tech 


21 


2500 


U Wash 


65 




U WashKSLIC 12 


1626 


Washington 


24 


610 


Waterloo 


17 


842 


Wayne State 






W. Ontario 


20 


1413 



6b. # undergraduates Sb. # graduates 



25, 305 


4 06R 


16. 000 




25, 000 


6,000 


21 590 


47, VlO 


13*888 


3, 251 


14, 500 


3, 500 


16. 000 


ouu 


20, 967 


2,009 


4, 266 


1 169 


6, 028 


5 797 


11,100 


1 3RK 

X, 


12, 530 


6, 500 


25, 846 


9 961 


23, 000 


6 000 


28, 049 




10, 750 




21, 046 




23, 630 


9 228 


4, 500 




30, 706 




30, 000 


14 000 


56, 348 


13 ORG 


19, 746 


4, 381 


17, 000 


8, 000 


33. 340 Total 


students 


7,623 


1,462 


18,000 


2,000 


12, 000 


4, 000 


4, 500 


1 fififi 


30,000 


6,000 


25,000 


1,500 


10, 515 


4,790 


14, 578 


6, 328 


20, 500 


10, 100 


41, 017 


6,035 


37, 100 


12,500 


18,000 


5,000 


747 


2, OtfO 


6, 341 


5, 332 


25, 150 


2,140 


19, 971 


2,841 
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8. Rank, in order of li*>ortance, each of the following qualifications considered 
relevant for selecting liaison librarians at your Institution 
(l=»ost important; n/r=not relevant) 

NuM&ers In cells represent the nuwber of respondents assigning the 
coi responding rating (at top of coluwn) to a particular qualification 
(indicated to right of chart). 



Respondents' ratings Qualifications 



1 


2 


3 


4 


5 


6 


7 


8 




30 


0 


2 


3 


0 


0 


0 


0 


ILS (froM an accredited school) 


3 


13 


8 


2 


6 


0 


1 


3 


second masters degree 


5 


12 


3 


7 


5 


1 


2 


1 


relevant undergraduate Major 


0 


3 


4 


4 


6 


3 


6 


2 


scholarly research/publication 


2 


5 


5 


4 


0 


2 


0 


3 


MiniMM 1-5 years' experience 


1 


1 


2 


3 


3 


8 


5 


2 


participation in professional 


















associations 


6 


6 


4 


6 


2 


3 


3 


1 


language expertise 


5 


6 


10 


3 


6 


5 


0 


0 


demonstrated cooaunicat ion skills 



Respondents 1 ratings Qualifications 



0 


X 


r 


e 


other 


7 


2 


0 


4 


1 


MLS (fro* an accredited school) 


10 


1 


1 


0 


1 


second Masters degree 


10 


1 


0 


0 


2 


relevant undergraduate aajor 


19 


1 


1 


0 


0 


scholarly research/publication 


23 


1 


2 


0 


2 


ainiMUM 1-5 years' experience 












(write in nuaber) 


22 


0 


2 


0 


0 


participation in professional 












associations 


13 


0 


1 




4 


language expertise 


8 


4 


1 


0 


1 


demonstrated coaaaini cation skills 



x = important but not rated 
r = irrelevant 
e = essential 

* = considered essential for certain areas of liaison responsibility 
(e.g. foreign languages & literature) 

Other qualifications (with * respondents Mentioning each): 

5 public service or collection development knowledge/experience 

5 subject expertise (obtained in various ways) 

2 knowledge of scholarly coMwnicat ion or how scholars work in 

assigned areas 
2 interest/willingness to select 
1 Initiative 
1 Creative Problem Solving 
1 automated systems 

SiMKry: After the 1LS, which was considered most important or essential by 69% 
(34) of libraries, son* for* of subject expertise was considered the Most 
significant criteria for liaison positions. A relevant under -graduate degree 
(17), second Masters, or subject knowledge gained in soae other my (5* t*s ranked 
first or second in Importance by 78% of respondents. 



9. Indicate which of the following activities are typically performed by liaison 
librarians at your institution, and indicate the percentage of time devoted to 
each: 

% 



% 



Collection Development 
Reference Services 
Computer Search 
Library Instruction 
Cataloging 

Materials Acquisitions 



Other includes: 
administration 
staff supervision 
committee work/Meetings 
faculty liaison 
professional development 
research 



Summary: Most libraries indicated that no "typical* 1 liaison position could be 
identified for analysis. Liaison responsibility nay be a primary assignment for 
some, but is a secondary assignment for many. Other responsibilities depend on 
primary assignment. Time spent on liaison depends both upon other duties 
assigned, and upon the number, size, and demands of liaison departments. Liaison 
assignments may occupy anywhere from 5% to 100% of a librarian's time. 



10. Position descriptions for Liaison Librarians 

9m "Fotitiom Description" sect lorn of 9TOC Kit for samples 



BEST COPY AVAILABLE 
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Part B - Policies and Definition 



1. Does your library have a written definition of liaison service/practice? 

13 YES — 12 supplied copies of their definitions 

36 NO — 15 wrote definitions as requested for survey 



See text ot filer for amiysis ef content, & "Definition A (Ml deli nee" 
section of SHBC Kit for staple docenenta. 



2. Does your library have witten policies or guidelines governing the functions, 
activities, or responsibilities of librarians with liaison assignments? 

24 YES — 13 sent copies of policies 

25 NO 

See text ef filer for analysis of oonteat, A "Definitions A OtMellnee" 
section of SMC Kit for sanple docnnenta. 



3. Do liaison librarians regularly participate in establishing policies governing 
their activities? 

26 YES — Please explain their role, below. 

24 respondents consented on the role ot liaisons in policy 
fornulation. Principle Means ot participation are either 
through periodic Meetings of liaisons as a whole or in 
clusters (13), &/or through a representative Collection 
Development Cowaittee (11). Others (2) indicated a 
variety of coeedttees are responsible for different policy 
areas. At one library, the Collection Development Officer 
develops policy with informal input fron liaisons; at 
another, liaisons incorporated policy into their Job 
descriptions. 

3 NO Please indicate, below, who is responsible for 
establishing policy. 
One respondent indicated the Chief Collection Development 
Officer is responsible for establishing policy in 
consultation with others. 

19 No Response 



4. Do liaison librarians at your institution have written goals and objectives 
(personal or institutional) to guide their liaison activities? 

24 YES 

Goals are in nost cases individual; insufficient documentation 
was obtained for analysis. 9se "Liaison Goals k Eva 1 nation Criteria- 
section of SHBC Kit tor sanple ilrir— ate. 

14 NO 

11 OPTIONAL — Sone do, others don't 
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5. Does your library compile statistics documenting liaison activities? 

6* YES — Please indicate what statistics are compiled, and how 
these statistics are used by administration? 
One respondent provided minutes to a meeting between liaison and 
departmental representative; another indicated statistics were 
loosely maintained. 
*3 Respondents appear to have misinterpreted this question; 1 
respondent provided no documentation or comments. 

42 NO 

1 No response. 



6. What methods of coomunicat ion have been established to ensure that information 
gathered by liaison librarians is considered in the library's decision-making 
processes? 

Narrative responses to this question were analyzed,, yielding the following 
breakdown* Note that many respondents reported using more than one method: 
12 informal communication (includes e-mail) 
11 liaisons are represented or may serve on a Collection 

Development Coamdttee 
10 liaisons meet regularly in subject teams or clusters 
10 liaisons submit annual reports (may be part of budget review) 
10 all liaisons meet together regularly 
8 liaisons meet individually with Head of Collection Development 

or Chief Bibliographer 
6 department meetings or individual meetings with department head 

3 liaison activities are incorporated in unit annual reports 

4 general meetings 

3 Head of Collection Development represents liaisons in 

administrative matters 
2 liaisons meet regularly with bibliographers 
2 needs assessment or department surveys conducted periodically 
2 serials review projects 

liaisons attend faculty library committee or curriculum 

committee 

5 no formal process 
5 No Response 

The following shows how many libraries reported using a given number of methods: 
# libraries 

14 1 method 
16 2 methods 
10 3 methods 

2 4 methods 

1 5 methods 

1 None 

S No response 
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Part C - Coordination of Liaison Services 



1. Referring to the Job responsibilities outlined in Part A, question 9 above, 
please indicate how the various activities of liaison librarians in your 
library are coordinated. Indicate, in particular, whether different aspects of 
liaisons* responsibilities (e.g. collection development and library 
instruction) are coordinated by different committees or individuals. 

Narrative responses yielded the following breakdown: 

35 liaisons 1 various responsibilities are coordinated by 

different administrators (nay cross departmental lines) 
2 liaisons' various responsibilities all coordinated at 
departmental level 

2 No formal coordination of liaison responsibilities 

3 Anbiguous or incomplete responses 
7 No response 



2. To whom do liaison librarians report? 
9 — Single reporting line 

At 9 libraries, all liaisons report to one individual: 

1 Collection Development Officer 
Head of Acquisitions 

Head of Cataloging 

3 Head of Reference(some different for each subject library) 

2 Associate Dean for Public Services /Col lection Development 
Associate Dean for Technical Services 

2 Head of appropriate subject division 

1 to their respective department beads 

18 — liultiple reporting lines - same for all liaisons 

At 18 libraries, all liaisons report to the same group of 
administrators. These groups are as follows: 
5 Collection Development Officer & others (3) 

4 Collection Development Officer & Head of Reference 

2 Collection Development Officer & appropriate department 

head or AUL 

1 Associate Dean for Public Services & College Head & 

Library Director 
1 Coordinators & others 

1 Collection Development Officer & Divisional Librarian 
1 Collection Development Officer (indirectly through 

department heads) 
1 Head of Reference & Bibliographer 

1 Collection Development Officer & primary department head 

& Asst. Director 
1 Collection Development Officer & others: Head subject 
reference departments, media services, cataloging, 
access services. 
22 Different reporting lines for different liaisons: 

At 22 libraries, reporting lines vary for different liaisons 
(includes both liaisons who report to single and multiple 
administrators ) : 
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Legend: 

a - Collection Development Officer 

b - Head of Acquisitions 

c - Head of Cataloging 

d - Head of Reference 

e - Associate Dean for Public Services 

t - Associate Dean for Technical Services 

Responses : 

1 c or d or Unit/branch/ or Head of subject department 

1 a or d or e or f or AUL/Sciences 

1 a or d or heads of branches, other depts. 

1 a or d or e or Head of Special Collections 

1 a or c or d or e or f or other (unspecified) 

1 a or d or e or Heads of Individual Libraries 

1 a or b or c or d or Academic Support Librarian or 

Collection Assessment Librarian 
1 a or e 

1 Head of Department or Director of Libraries 
1 a or d or e 

1 Heads of campus libraries or subject clusters 

1 To appropriate Division Head: CD Subject Heads, Reference 

Head, Public Services Head, or Technical Services Head 
1 a or Deputy University Librarian & AUL for Rare Books 

1_ e or Humanities Librarian (who reports to the Assoc Dean) 

1 d or Head of Satellite Collections 
1 Department Heads or AULs for their primary Jobs 
1 Head of Acquisitions & Cataloging or 4 or 5 or Head, Maps 
& Government Information or Head, Fine Arts, or Head, 
Science & Technology 

1_ a or c or d or e or Assistant Director for Branch Services 

(some with dual reporting) 
1 Appropriate line supervisor (may be public or technical 

services) 
1 e or f 

1 d or Head of Branch Services 
1 Appropriate Unit director or f 



3* Is this person also responsible for evaluating liaison librarians 1 performance? 

Responses have been separated into thosa libraries in which all liaisons report to 
one supervisor (A), those in which liaisons report to the same set of 
administrators (B), and those in which liaisons report to a different group of 
administrators depending upon their positions (C). 

A* Liaisons all report to the same supervisor: 

6 One supervisor; Responsible for evaluation of liaison 

1 One supervisor; CD librarian provides input to evaluation 

(continued on next page) 
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B. Liaison all report to the sane set of supervisors: 

1 Dual reporting; CD does not evaluate 

12 Dual reporting; both CD officer and another supervisor evaluate 

4 Dual reporting; CD provides Input 

1 Dual reporting; self-evaluation 

1 Dual reporting; CD does not evaluate 

2 Dual reporting; no evaluation 

C. Liaisons report to different groups of supervisors: 

2 Different supervisors; CD provides Input 

12 Different supervisors; CD or another supervisor does evaluation 

(not clear which) 

2 Different supervisors; CD does partial evaluation 

1 Different supervisors; peer review 

2 Different supervisors; no evaluation 
2 Different supervisors; all evaluate 



4. What criteria are used to evaluate librarians with regard to their liaison 
responsibilities? 

14 evaluation criteria Include liaison functions 
17 evaluation criteria do not specifically cover liaison 
functions 

i_ goal --based evaluation (nay Include liaison criteria) 

3 librarians not evaluated 
11 No Response 



5. What kind of training or orientation Is provided for librarians with liaison 
responsibilities? 

Narrative responses were categorized as follows. Note that several libraries 
reported using more than one technique. 

14 provide general orientation 
9_ prepare customized or t _ < lored orientation 

8 assign a Mentor or tutor for first several months 

8 have procedures Manual 

6_ on-going workshops provided for liaisons 

5_ Introduce liaison to faculty 

L little training provided 

1 extensive training checklist followed 

L. training materials being developed 

10 no response 



6. What opportunities do liaison librarians have to meet as a group to discuss 
Issues, projects or techniques for effective liaison work? 

Little new Information was gained from responses to this question. Libraries rely 
on regular meeting structures described In Part B, Question 6, above, and on 
Informal networking among liaisons. Several Indicated liaisons May form their own 
meetings If the need for them Is felt. 
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Burt D - Liaison Praotioo 



1* Who serves as a liaison's primary contact with assigned departments? 

a. Single responses: 19 respondents 
department chair 

17 departmental representative or "book chair" 
departmental library committee 

primary contact is maintained with each faculty member 

individually 

1 other: Collection Development Advisor assigned by department* 
1 Not applicable: It's not formalized. 

b. Multiple responses: 30 respondents 
22 department chair 

28 departmental representative or "book chair" 

26 departmental library committee 

15 primary contact is maintained with each 

faculty member individually 
1 other: contact with selected faculty members 

Sunmoary: More than half of respondents (61%) indicated there was no single, 
uniform pattern of contact with departments practiced. Designating a departmental 
"book chair", however, was employed by liaisons at 91% (45) of libraries 
responding. 



2. How are liaison services promoted to members of the academic community? 

42 formal written coamunicat ion (e.g. letters) 
44 informal written communication (e.g. memos) 

36 regular publications (e.g. library newsletter) 

43 attending departmental faculty meetings 

47 meeting individually with faculty or students 
18 attending student organization meetings 
27 library-sponsored meetings 

31 electronic campus network/bulletin board/e-mail 
2 other: telephone 

1 other: serving as secretary of Faculty of Arts & Sciences 

Library Coamrittee 
1 other: Annual "New Faculty Packet" includes information on 

liaisons. (Iowa) 
1 other: Workshops 

1 other: University news bulletin; senate & senate subcommittees 



3. Does your library have a handbook or manual describing liaison services to 
library users? 

8 YES — To whom is this document distributed? 

4 il in— mils ware roooivod; mm mm omt of print. 

9m "locmmti CoHmmloatlmg Liaison Hole to Library Itoors" 

soot lam of SVC Kit for tfcsoo mi rolatod «oo— ats. 

40 NO 

1 Other: in the process of drafting one 

° ; BEST gQPY AVAILAtLE 




4* What Methods, direct or indirect, do liaison librarians employ to assess the 
information needs of faculty and students in their liaison departments? 

Narrative responses yielded the following breakdown: 

18 informal personal contacts with faculty 

10 formal consultation or interviews with faculty 

9 conduct faculty surveys (on paper or by e-mail) 

8 discussions with students 

8 meet with departmental representat ive 

6 attend faculty meetings or retreats 

4 check course listings and university catalog 

4 monitor department growth and curriculum development & research 

4 check reserve lists, course syllabi, and campus calendars 

4 work with faculty to develop library instruction assignments 

4 Monitor questions at the reference desk 

4 keep current in the disciplines served 

3 letters to faculty 

2 take courses in liaison departments 

2 make departmental presentations or orientations 

2 review inter library loan requests submitted by department 

2 meet with departmental library committee 

2 attend professional conferences in liaison discipline 

2 read departmental newsletters 

2 review faculty research notices 

2 Monitor patterns of collection use 

1 sponsor open house 

1 assist in departmental accreditation review 

1 meet with department chair 

1 involve departments in serial reviews 

1 contact through other public service roles 

1 involve faculty in revising collection development policies 

1 committee work 

1 develop faculty profiles 

1 read biographical data of faculty 

2 solicit and keep aware of faculty recommendations for collection 
1 library newsletter 

1 advertisements 



5. What is the role of faculty in collection development? How do they provide 
input? 

46 Recommend titles 

20 Rate firm order slips or publishers 1 blurbs 

40 Convey requests through a departmental representative or "book 
chair- 

16 Review books arriving on approval plans 

15 Participate in approval plan profiling 

13 Other 
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6* Is the liaison librarian's role in collection development advisory or decision- 
making in nature? Explain* 



6 Advisory 

30 Decision-waking (collection development/expenditure of funds) 
1 Shared responsibility (final decisions made by Collection 

Development department) 
4 Both: Advisory on general policy; decision-making on most 

individual purchases — exception may include serials, or 
expenditure of non-discretionary funds* 

1 Advisory on paper; decision-making in reality in most cases 

2 Varies by department 
4 No response 



7. How is the materials budget allocated in your library? 
4 Assigned to academic departments 



24 Assigned to liaison librarians 
6 Assigned to disciplines for use by both faculty and liaisons 
1 Assigned to separate funds for both a. and b. 
<j Other: Assigned to broad subject areas, library departments or 

discipline-specific funds; librarians control expenditure in all 

cases but one. 
1 Other: Combination of first three strategies. 
4 No response 



8. To what extent, and in what way, do liaison librarians participate in the 
budget allocation process? 

15 written reports/requests submitted to Head Collection 

Development or decision-making committee (e.g. Collection 
Development Committee or Budget Review Committee) 
8 Liaisons have no role in budget allocations 
6 Indirect methods of communicating needs to Collection 

Development Cooarittee 
5 Serve on Collection Development or Budget Review Coamrittee 
5 Individual meetings with Head of Collection Development 
5 Unspecified means of providing input 

1 Involves faculty in liaison departments in preparing budget 
requests 

4 Other: 

5 No response 

Note: Total is more than 49 because three libraries listed two methods each, and 
one library listed three. 
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9. What barriers to effective liaison work do librarians encounter at your 
Institution? 



9 lack of administrative support, (ex. lack of a full -time 
Collection Development Officer) 
33 time constraints, (many competing responsibilities besides 
liaison work) 

15 unreceptlve faculty, (2 disinterested) (occasionally) (compet in* 

time restraints on their time) 
12 lack of appropriate subject expertise, (anticipated In the 

future as professional staff Is downsized /need more training 
15 liaisons responsible for too many departments,* (lack of staff) 
10 over -demanding faculty, 
28 budgetary constraints 
Other: 

1 some departments appoint junior faculty meaters or faculty 

members who are not carrying a normal coaalttee or research 
load to position of Library Representative. 

1 faculty who coomute; spend little time on caapus 

1 lack of funding in area studies 

1 lack of understanding by some administrators about the time 

required for effective liaison. 

2 lack of clerical support 

1 interdisciplinary nature of programs Makes it difficult to 

assign cost of approval material to appropriate budget. 

2 None 

8 No response 



10. What, if anything, do you think graduate degree programs In library science 
should be doing to prepare academic librarians for performing effective 
liaison work? 

Narrative responses have been grouped Into three themes: Knowledge about Liaison 
Practice, Skills Development, and Scholarship and Research Experience. 

I. Knowledge about Liaison Practice 

8 Deeper understanding of budgeting & acquisitions in academic 

libraries; book trade, approval plans, budget allocation 
8 Collection development: problem-solving, serials issues, 
collaborative collecting, censorship, downsizing, etc. 
5 Practicum experience, mentoring or case studies in liaison work 

2 Feature liaison librarians as guest lecturers 

3 Practical knowledge: how to balance needs & budget; traditional 

& electronic formats; interdisciplinary & specialized Interests 
1 Specialized reference courses 
1 Collection assessment techniques 

1 Importance of effective liaison to meeting users' needs 
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II* Skills Development 

9 Communication skills (Including assert iveness, conflict 

management , negotiation and interpersonal skills) 

3 Assessment of user Information needs 

2 Problem-solving skill 

2 Teaching skills (for library Instruction) 

2 Team work; group processes 

1 Analytical & statistical skills 

1 Self-conf idence 

III. Knowledge of Scholarship and Research Processes 

1 History of disciplines (beyond bibliographic history) 

1 Understanding of scholarly communication pattern 

5 Understanding of political and social culture of University 

communities; what makes a research institution unique 

2 Knowledge of how faculty and students use information resources 

6 Recruit and encourage development of subject specialty 

3 Research methodology and processes 

1 Awareness of the forces of change impacting 1 ibrar ianship and 
academe 

IV. Other 

15 No response 
5 Factors essential to liaison work nast either be gained through 

experience, or cannot be taught; not suitable to graduate 

degree programs . 
1 Current degree programs are adequate 



See discmssio* of raspomsM in SH9C Flier , 



11. Please use the remaining space to express any additional cownents you 
have about the present status and/or the future of liaison services in 
academic libraries, or your library In particular. 

Sm di semis i o* of r— pom— • in 9HBC Flier. 
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SYSTEMS AND PROCEDURES EXCHANGE CENTER 



ORGANIZATION & COORDINATION OF 
LIAISON LIBRARIANS 



ASSOCIATION OF RESEARCH LIBRARIES OFFICE OF MANAGEMENT SERVICES 



University of British Columbia 
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II. E. 



University of California at Berkeley 
Coordination Among Collection Specialists 



eric 



Librarians who develop and manage collections appear in the 
Library's organizational chart in a reporting relationship to 
either the AUL/Public Services or — in fewer instances — the 
AUL/Technical Services. Historically, at Berkeley, fund managers 
have been granted considerable autonomy in applying their 
individual expertise in building collections appropriately 
supportive of institutional goals. The AUL/Col lection 

Development has overall responsibility for the excellence of the 
collections. 

From time to time all selectors have been engaged in a 
single, Library-wide project, such as the preparation of the 
Library's Collection Develo pment Policy s^t-^n*- or special 
workshops. More freguent collaboration occurs at the department 
level at regular meetings where concerns about the development 
and management of related collections can be discussed. However 
selection questions often are not bounded by administrative 
lines: a selector in a social scif.ace branch will need to 
consult with one in a physical science branch; a Main Library 
language specialist will want to refer a title to the person 
responsible for developing the music collection. By looking at 
the appropriate section of the CDPS, one can see what Library 
locations are engaged in collecting aspects of a subject. Each 
selector is _ expected to forge his own creative communication 
links with his colleagues on an ad hoc basis. Freguent title-by- 
title consultation goes on, but of more lasting benefit are 
standing agreements and distributed understanding among Collec- 
tion Specialists, who can articulate to Library users whv certain 
parts of Berkeley's collections are developed and housed in 
particular locations. The reasons for shelving locations of 
parts of Berkeley's collections are sometimes not immediately 
obvious: archeology, agricultural economics and fine arts are 
some examples of divided collections. 

Once a locational decision has been made— e.g. , that the 
Business/Social Science Library will develop the business 
collection— the collection grows in that unit. Scholarly trends 
that are really new develop in unanticipated places and in 
unexpected literatures. Selectors should keep abreast of the 
scholarly discipline they serve through faculty contact, 
attendance at appropriate meetings of scholarly associations, and 
reading the leading academic journals in their fields of 
?Snf i SG ; ^ H 11 ? en be in a better Potion to distinguish 
sScS inf^mS r * trU * tured as .w.,ll as ad hoc consultation Long 
such informed Collection Specialists will help to insure that 
scholarship at Berkeley will have the textual resources needed to 
maintain institutional goals. ea ro 

From: Guide to Collection Development $ Management at the University of California 
Berkeley. James H. Spohrer, Dorothy A. Keenig, $ Sheila T. Dowd, editors 
Berkeley: The General Library, 1986. 
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University of Connecticut 
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Chapter II: Organizational and administrative environment 



A. Organizational structure of the Collection Management and Development 
Program 

For the administration of collection development and management, the Dartmouth College Library 
divides into seven units: Baker/Sanborn (humanities and social sciences), Dana (biomedical 
sciences), Feldberg (business and engineering), Kresge/Cook (physical sciences and mathematics), 
Paddock (music), Sherman (art), and Special Collections. The Library's Director of Collection 
Development and Bibliographic Control coordinates the collection development and management 
activities of the librarians in each of the units, both individually and through the Collection 
Management and Development Committee. 

1. Organization charts 

a. Library organization chart. Figure 1, following. 

b. Organization chart showing relationship of personnel in the collection 
development and management program. Figure 2, following. 

c. Organization chart showing the Dartmouth College Library Committee 
structure, including the Collection Management and Development 
Committee and other committees on which bibliographers may be asked to 
serve. Figure 3 and narrative, following. 



Tables listing current responsibilities of individual bibliographers are located in the Appendix. See 
Appendix, Chapter 2: Directory of bibliographers showing subject areas, Collection development 
responsibility by LC class, and Collection development responsibility by subject area. 



From: Bibliographer 1 s Manual. Prepared by members of the Collection Management 
and Development Committee. Dartmouth College Library. Hanover, NH: 1988. 
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UNIVERSITY of MINNESOTA LIBRARIES — TWIN CITIES 
Organization Chart 1992^3 
July 1992 

#1 - departmental organization 
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Washington University 



ORGANIZATIONAL CHART 



* denotes departments in 
which bibliographers with 
liaison responsibilites 
are positioned. 



Dean of 
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Bibliographers are positioned 
throughout the organi zational 
structure. All report to the 
Head of Collection Development 
for CD responsibilities, and 
to their Department Chair for 
other duties. 
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UNIVERSITY OF BRITISH COLUMBIA 
POSITION DESCRIPTION 



December 1991 



SCJ.&NC_E__DiyiS.I-O.N 
POSITION NUMBER: 

DIVISIONAL TITLE'- Science Information Network Librarian 



SUMMARY OF RESPONSIBILITY : 

This new, entrepreneurial library service will improve 
access to in-depth, professional library services to 
faculty, researchers and students at sites in selected 
Departmental Reading Rooms. As pilot project for two years, 
the ScInfoNet Librarian will assess user needs for 
scientific information, promote awareness of library 
services, establish close links between departments 
concerned and the Science Division, provide reference 
services and provide instruction in using 

information/library resources. The incumbent will evaluate 
the effectiveness, user prpferences tor and costs of 
providing decentralized access to scientific Information 
services,. The ScInfoNet Librarian will work cooperatively 
with existing staff in the various Heading Rooms>; 
responsibility for collections and daily operations of 
Reading Rooms will remain with the Department concerned. 



QUALIFICATIONS: 

A graduate degree In Library Science is required. 
Experience in public services In a scientific library 1s 
essential; an undergraduate degree in science is desirable, 
assuming all other basic qualifications are met. 

A special knowledge of all aspects of user needs 
assessment techniques, compwter-ass 1 sted reference service 
ond library-use Instruction Is preferred. Must have strong 
ability to promote ScInfoNet and the services of the Science 
Division and to establish and maintain excellent public 
relations with all potential users including faculty, 
researchers and students. Liaison with senior 
administrators In both the faculties and UBC Library is 
requires . 

Adaptability to change, ability to innovate and 
persistence are required to successfully establish the new 
ScInfoNet service. 
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Excellent written an cl era] communication skUlSt 
ability to teach classes and to make presentations arc 
essential. Suitable administrative expedience 1s reaulred 
to manage SclnfoNet activities and to dea] with 
adml nl strati ve Issues . 



RELATIONSHIPS: 

Manages the operation of SclnfoNet und*r the general 
direction of the Head, Science Division, Develops and 
maintains good working relationships with Department Heads, 
faculty and students with staff and/or faculty responsible- 
for various Departmental Reading Rooms. The SclnfoNet 
librarian works 1n close, dally cooperation with all staff 
In the Science Division, with the Patscen Librarian and with 
the Science Bibliographer. Cooperation with other library 
units Is necessary to met user needs. 



DUTIES: 

Planning and Managing 

1. Organizes, operates and promotes the Scientific 
Information Network to provide Improves access to 
library services and to the scientific literature. 

2* Assesses the currwnL omJ lar.g range need for scientific 
for* actual and potential users through interviews, 
surveys and personal contact. Develops services to 
meet group and/or Individual needs. 

3. Establishes routines for the orderly functioning of 
all CclnfoNot procedures, maintains rtnnrooMet? ??$rch t 
financial and statistical records, 

4. Establishes a close liaison with users located at a 
distance from the Science Division through outreach 
programs i 

5. Regularly evaluates the effectiveness and outcome of 
SclnfoNet services, user preference for services and 
the cost of those services. 

6. In consultation with the Head, Science Division, 
recommends new services for SclnfoNet and develops 
strategies for the future of the service, 

?. Prepares quarterly written reports for the Head Science 
Division for transmission to Library Administration and 
to Faculties. 
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1, Provides ref^reno* service in the nurp and aDplleo' 
sciences, assists In the use of Indexes to the 
Jiterature In mi nil ar»d electronic formats *nrl Inform." 
users of Information services available elsewhere In 
the library, 

2, Maintains scheduled reference/office hours at seated 
Departmental Reading Room*M likely for up to t h^lf 
days per week. 

3. To maintain a thorough knowledge of the services and 
collections In Science Division, provides reference 
service at Science Division no more than 2 half days 
per week. 

4. Prepares current awareness profiles, computer-assisted 
literature searches, subject bibliographies and guldos 
to the literature. 

t. Organizes and participates In the provision of 

bibliographic and orientation lectures, as well as 
other forms of library -use Instruction. 

6. Works cooperatively with other staff In Science 
Division to provide services to SclnfoNet users. 

Other 

Undertakes or assists with special projects or other 
temporary assignments as required, both at'SdnfoNet sites 
and In Science Division* 



STANDARDS OF PERFORMANCE 

Provision of all services In a competent, professional 
manner, maintaining courteous, harmonious relationships with 
users, with staff in Science Division and with Reading Room 
stafr. f'romotlon of library services and encourages use b % * 
potential users* Flexibility to adapt services to meet 
changing needs and to anticipate user needs. Recommends 
necessary Innovations affecting SclnfoNet after thorough 
Investigation with all concerned groups, produces clear, 
well reasoned assessments of the service. 
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POSITION DESCRIPTION 

Collection Management and Development 
University of California, Santa Barbara 



Librarian's Professional Duties and Responsibilities 

Collection Manager 



Collection manager of the collection(s) . 

Responsible for all aspects of collection management and 

development for _# including selection of 

information resources, collection management (including storage, 
preservation, and weeding decisions), faculty liaison, 
collection interpretation (including specialized reference 
service and user instruction), collection evaluation, budgetary 
management, and resource sharing. 



10/05/1992 



Note: "Collection Manager" assignments are primary responsibilities for 
reference librarians and some technical services positions; they are 
secondary responsibilities for other public services librarians. 
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University of Connecticut 
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Georgetown University 



POSITION DESCRIPTION 
Title: Library Liaison 

Responsibilities of Liaisons 

Selection 

Learns procedures for selection from approval plan books, and 
forms, publishers 1 fliers, faculty referrals, other patron 
requests; performs duties in a regular and timely manner. 

Becomes aware of current and retrospective literature in subject 
field of assignment. 

Becomes familiar with library collection in assigned field, in 
all formats. 

In conjunction with Collection Development librarians regularly 
reviews approval plan profile and recommends modifications. 

Develops a list of selection tools (e.g. bibliographies, 
review journals, literature reviews in library journals and/or 
subject specialty journals) from which to identify materials for 
purchase. 

Develops an awareness of publishing trends for selection area. 

Participates in retrospective collection development, as 
appropriate for selection area or as opportunities arise. 

Analyzes collection in area and makes recommendations for changes 
in current collecting policies for same. 

Participates in the development of a written collection 
development policy; once accomplished continues to review that 
policy and provide input for any necessary changes. 

Faculty Liaison 

Will become familiar with instructional programs and faculty 
research in relevant departments. 

Will notify the department that he/she is serving as the library 
liaison and attempts to establish regular contact with the 
department library representative. 



ERLC 
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Will maintain regular contact with the department and contacts 
individual faculty when appropriate. 

Will become aware of programmatic developments, current research 
activities of faculty and doctoral students and anticipates 
future needs. 

Will keep department informed of new programs and developments in 
the library. 

Is available to faculty and graduate students to solve problems 
users might be having with the library. 

If possible, participates in departmental meetings and other 
functions. 



Collection Management 



Reviews shelf where subject materials are held (approval) . 

Learns technical services procedures relating to liaison 
selection activity. 

Reviews reference holdings in subject area and makes 
recommendations for acquisitions and withdrawals in conjunction 
with reference librarians . 

Participates in collection assessment projects in assigned 
subject area. 

Reviews gifts in subject area as requested by Collection 
Development . 

Participates in brittle book review and replacement in subject 
area . 

Reviews holdings in subject area for de-selection. 



Budget Information 

Is aware of and regularly reviews fund reports prepared by 
acquisitions and other units. 

Works with the departmental representative to ensure that 
allocated funds are spent or encumbered in a timely fashion. 

Prepares reasoned requests for expensive purchases. 
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User Education (in consultation with the Reference department) 

Participates in library educational programs, e.g. tours or 
bibliographic instruction. 

subj2ct S area ° fferS orientat i°n and instruction programs in 
Professional Particip ation 

Attends and participates in Library liaison meetings. 
Reviews information pertinent to liaison activities. 
SSS^^ Wide «i"»"i°n. and projects relating to 

Reviews professional literature in collection development as it 
applies to specific subject areas. P s ir 

dLlina^h^'nf^ 3 l0Cal and natio ^l meetings or programs 
sDeci?ic It \Z lle S tlG " ^ a <3^ent either broadly defined or 
specitic to the subject area. 
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University of New Mexico 



Collection Development Selectors: Responsibilities 



RESPONSIBILITIES 

To know the collections which pertain to one's subject area 
To know the University programs which pertain to one's subject 
area 

To know other resources in the area 

To know the General Library's service mission and goals 
To analyze collection strengths and weaknesses 
To develop and maintain collections which support University 
programs and library service goals 



DUTIES 

Maintain liaison with teaching faculty, students and other 
library users 

Consult with appropriate library personnel as necessary 
Analyze and evaluate collections through collection and use 

studies; accreditation and program reviews; and new course 

and program reviews. 
Select materials through firm orders for monographs and serials; 

approval and blanket order plans; gifts; and depository 

col lections. 

Participate in collection management through decisions concerning 
weeding, cancellations, binding, location, cataloging, and 
preservation. 

Review incoming materials weekly, including the firm orders, 

standing orders, approval orders, and gifts. 
Expend, monitor and report on materials budget allocations. 
Review selection tools. , . , 

Use internal bibliographic records and other selection-related 

in-house tools. 
Know and follow Library policies and procedures. 
Assist with special projects. 
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University of Notre Dame 



x 



4 
4 

& 
u 
u 

4 

L 
ft 

4J 
4J 

JD 



o o 



4 * 

c 
« 

* r 



JM4J 
t I C 

l o ei 



TJ 



u 



111 & 

• £ 

-4 « 

a 

o r: 

u 0 



c -< 

0 L 
-4 Of 

4 

tj e 

Tl 

4 TO 

0 C 
4 
3 

TJ C 
* 3 

C 

0 

£ u 

e u 
ft c 

r4 4 

JO * 

0 ft 

L L 

a a 



3 TJ 

s- c 

4 

c e 

O • 61 



L 4' LS 
QUA 

U *~» £ 

* JJ w 

* 4 * 
D 

r 

■o o 

V 4 . 

-j <r ,» 
3 n« .1 
a — l 

• w n 
Q * a 

»* 0 

• r> 
£ u 
*j c 

c 

4 

ft * a 

J c c 

CI o 

> -.1 

"D *J wJ 
<I U 4 
ft U 
-4 O 



C X 
0 L 
4 

L. 

*£ 
4* -4 • 

rH _J » 

3 TJ 

U H r« 

4 C • 

lL 4 

jC 

U « TJ 
L ^ • 

« i- C 

* 3 t> 

* -o -» 
» * H 
fiC U ■ 

O 4 
L 

v az 

C «H 

4 ^ 

C • 
4 k 

C * « 

«-* • 3 

U U H- 

m ^ o 

5 « J 

• K 

U L 

• • -H 

O > 3 

L ir 

■H • 

» « k 

L 

E 
to 
6 



* j: 
u 

S3. 

U C 

> • 

TJ XS 

<r l v 

4 L 
L 4 

j3 a 

4 

.J TJ 



*j 4 r. o 

C € 4J 

g* s 

4J U O 4 

U 4J -» 

4 r f. 
al ~« 

• n 3 

(5 - t or 

• ■or: 

4J -H -« 

• U 3 

u t r» 

C *n W 

ft J3 U 

L 3 T> C 

• » C ■ 
*+■ 4 V. 
« T3 4 

a: • n h. 
c * y 

f>-w L 

jc • a « 

4 4 X ? 

4 I O JC 

U 

«c c o g k 

*J -I ^ f 4 

X 4 JD U <• 

. u •** 

C JD 4 

8 4 cm 

4J 0 4 

■*-« 4 H* J3 

4 4 C 4 

L 4 0 4-' 
4 4 L I *H 4 

a c «• Tj 

0 4-^4 

0 U4'4J c 
U C 4 r-» O 

* t 3 

C U. 4 4 - 

-« • a « 

fl U 4' 

4 L U u 
- L CI. 
4 
4 

Tl TJ tl • 

-4 4 r. c 

> N ♦» O 

o - .« 

LH £i 4"» 
&. 4 \i U 
~* 3 » 

• UriH 

4 n -4 
a c n 
4 ^ u 



b i 

L 4J 

x: c 

4J 4 

C 4J 

o u 

4 

4J a 
u 4 

3 TJ 
L 

4J ^ 

• c 

C 4 

-4 > 
II rH 

— 4 

r u 
a 

4 c 

0 4 

-4 4J 

#-< c 
JD d 

TJ 
J3 3 



L 0 

4 4J 

a a 

4 
4 
4 



> 4 

*J £ 
»m 4.1 
3 
u 

4 - 

s- 4 
4 

C *C • 

4 JQ -J 

4 •*< 4J 

4J _| 4 

4 H 

a 

-< 4J C 

It -T4 4 

4 

*J L L 

L 4 0 
4 > 

a w 

C 4 

^ s 

4 ^ 

*-« x; 4 

3 4J « 

u 4 

4 v 

u. c o 

>^ a 

L 4 

4 CI TJ 

.rt C 

«D 4J '( 

-I > * 

•~t 4 

4 4' e 

r u 4 

w-t 4 Q 

H- -i 4 

0 4 w 

C 4-» 

LOO 

4 ^ :*: 

03 4 

e 4 

4 4 0 

6 H- 

0 * 
1. 

a ■ 

4 

: l « 

(1 4 

X > 

Tl -4 



TJ • U 

4 -* -4 

4i e 

T3 STJ 

4 J= 4 

l a u 

U 0 4 

U 

4 0 C 

4 

■ -»4 

C £ 

. a c 



c t u 
4 >^ c 

9 4 

6 0 

Owl 

L 0 4 

s- 4 a 

4 4 

u 
c 

4 C *♦» 

-4-4 0 

u 



^ C 4 

4J -4 U, 
"•4 4 
^4 4' 

4 

■DO C 
*J -*4 L 0 
C 4 4 
4 C ±> *J 
6 0 C 4 

a a u 

0 4 ~h 
^ • TJ C 

ru 

t> *j o 
u - u 

C 4 4 

0 -n 4 

•H J3 -h 

4J 3 L C 
U 4 4 m 

L 

n 

0 0h h 

U 4J r4 
U H 

H- -4 _y 
0 TJ C 4 



44 



4i 4J TJ 
U 4 4 TJ 
IhUC 
a 4 4 4 
4 L 
4 £ 

4J 

C U 4 C >-^4 

H C 
« 4J 

4 > 4 • 
ft TJ 4 

l 4 « 

O •-« • 



> L 4 

L 0» 4 

4 4 >> 

L T) 

n 

V4 0 

Kl TJ J 



4 L 4-» 



TJ C 4-1 
4 <I 

4 

4J TJ 
4 C 

3 « 

TJ 

4 Tl 
L - 4 

tt r4 L 



C 6 -Hi) 

•H 4 U -4 

w U * x 

H 3t4H 

JO O* 

4 4 € 



55 



L 4 • -4 • 

>• «<4 «-< L 4 

_ L 4J Jl 4 4J 

0 -W 4 "4 «*4 r « 1. 

0 3 L TJ 4 0 0 

£ QT J3 TJ 4 £ a 

U 4 -4 <C 0 U fi 

4 L h v a 4 -4 









«*. m r. Si 


tl TJ 


u » TJ 






^ 4 


£ 4J C 






L 


4 








4 


c 


C 4 




c 








0 r 0 

4J -h J3 


f- c 


4 


*4 4 c 






4 L 


L C -4 




4 


0 


C 






4 


4 


0 


-4 C 




0 










e u 


£*4 






-4 4 


4 4 




4 


•4- 


0 






4J 






0 




—4 








4J -4 


et 


c c 


a -« 






L £ 


4 L TJ 




4 




•r4 






c 


U 4J 






*J 








C 4 4 


4J 4J 


•n < 


4 L > 






4 £ 


4 L C 




4 


4 


4-» 






• 


■«H 


u 


c 




4 








one 


L — 


n > 


U * 0* 






4V 4 


4 3 4 




£ 


4 








6 


r4 


4 


0 4J 




> 








44J 1 0 




U TJ 


0» L 0 






«g 6 


CC u 




U 


U 


4 






4J 


0 


F4 


-4 4 




L 








4J »4 a a 


8? 


M 4 


OHh 












L 


L 






4 


L 


a -4 


4J 4 




4 




r 




mow 


t> 0 




-4 -4 0 








5- >. 




3 . 


3 


3 




4 


4 




n 


U 4 




4 




a 




4 0 4 


tl u 


n t>^4 -J 4 






4 C 


TJ L £ 




a 4 


0 


or 






8- 


4J 


u 


4 ~t 




4 


0) 


0 




•-h u a 


4 


4 C 


J> fc £ 






-4 


C 4 O. 




1' 


4 


u 




4J 




c 




•— • 




L 


UJ 

»— t 


4 




4 


»-« 


r. -4 


•r4 4 4J 






4 4J 


4 4 0 




L u 










TJ 


4 -< 






a 


0 




4 C C 


*» 4 


iT* TJ 


£ £ 






£ -3 


4 4 




0 (U 


L 






c 




e 


ft 


0 4 






(C 


w~* 




4 -4 


c u 


■H -4 


4J C 






U 3 


CJ» 11 0 




•n n 


4 






3 




a « 


U 




L 


<c 






m 4J « 


4 -4 


4 > 


O* -4 






L 4 


C Gin 




4 J3 


£ 


4 




4J 


U 


0 


L 


H- 




0 


cc 


JZ 




£ 4 U >^ > 4 


4 0 


C 4 






3 C 


•** C "H 




6 3 


4J £ 




L 


«H 


P4 


4 


0 




**» 




a. 




+» "5 C 4J 


• * 


4 L 


-4 « 4 








£ £ 




4 


0 


4J 




0 


E 


4 


> 


Oi 4 














~4 £ 


a l c 






U L 


U CL 




L 








a 


4 


> 


0 






-1 


TJ 




C 3 


4 a 


4 


4 4 0 






4 


4 4 




0 TJ 








a 


TJ 


4 




C 4J 




4 




C 




L 0 >, U 


L 


r lh> i<h 






^ » 4 


4 4-' TJ 




**- 0 


TJ 






0 


4 


TJ 


ft 


-4 C 




4J 


hi 

r 


4 




0 U L 4 










^< C 4 


HUC 




c 


C 


o» 






U 




£ 


M 4 




U 






**- 4 lL 


T3 




0 L U 






3 0 4 


ft 4 




c 0 


4 


c 




0> 


4 


C 


4V> 


4 6 




4 








L 


V C 




4 4 






^ -H U 


r4 




0 -4 




—4 




c 




0 




-4 4 




» 


Q 


CJ> 




w iS £ 


0 4 


c 


L W H 






i 1 4 


4 4^ 




■H 4 


4 


4 




—4 






£ 


X 4 




£ 




0 




L >>-4 U 




fil 4 


0 r- 






TJ U C 


£ 4 




4J 4 


L 






L 


4J 


4J 




4 4 




3 


UJ 


— « 




0 £ M L 


4 


& -4 


H- 






C 4 


4J 9 




4 4 


4 


> 




4 


c 


U 




4 




4 


cc 


0 




4J a 4 


4i ^ 


2 £ 


• 0 




4 


4 ^4 4 


- 0 




U 


•— 1 


TJ 




£ 


4 


4 




4 






H 


G! 




U 0 4 4 


c u 




TJ >■ U 
C £ 




4J 


r4 4 


4 r4 




c 


4 


4 




4 


> 


•— < 




4 4 






O 


r 




0 4 £ 4 


4 4 






4 


4J 0 


**- u 0 




*4- >H 


4 








4 




4V> 


£ 




C 


z 


H 




L 0 4-1 4 


E ^ 








4 


S- U >v 


0 0 4 






TJ 






4 




0 


c 


** 












~ CC 


4 cr 


^§ 


•as 




3 


•H 4J 


4J £ 










U 


4 


u 


4 




> 




0 


L 




Q **- 


4 4 


c a 


- * 4-1 




or 


9 -4 


4 U H 




4 L 




4 




L 


L 




4J 


* 


r4 


C 


a 




£ 0 TJ 




0 4 


TJ 0 




4 


4 3 


L 4 




3 4 


.* 


4J 




3 




4 


4 


£ 6 


r4 


0 








xa. c 




IA 4 






L 


£ U 


4 ^4 C 




■n "D 


0 


U 




0 




ft 




4J L 


4 


—4 


> 






4J 4 4 






L -h 0 






- 4J 4 


-TJ 4 -4 


"O 


L 


0 


4 




4 


£ 




* 


-4 0 


3 


4J 




t_ 




3 4 


4 - 


Ri 


-4 r 




4 


-4 L. 


e f /) 


»-4 


4 0 


n 


*n 




4 


4J 




C 


X *♦* 


C 


u 




rj 




a tj -w 01 






3 Q. 




4 


4 L 


0 \ 


4 


4 




£ 




L 




> 


0 




C 


4 




1Z 




• cue 


4V 


r4 * 


a 4 




4 


> 0 £ 


e d 4 




TJ O 




3 








4 


u • 


o> 


4 




a: 


n. 






0»-4 


><> 4 TJ 4 




£ 


0 U 


C -4 


*4» 


-4 c 


0 


4 




*4- 


£ 


L 


4 


s c 






u 






^4 £ 


c — 


Oi L 


L § 3 




U 


L L 


0 4 




> -4 








0 


4J 




4 4 


4J -4 


4 


O 


> 

»-4 






□ U 


-4 4 


4 4 




L 


a 4 4 


£ tt •*< 


>^ 


0 TT 


4 












ft — 


-4 U 


C 


U 






m X cl 4 4J 3 


L 


4 TJ 




3 


a 4 • 


4J -H L 


L 


L C 


4 TJ 




4 


X TJ 


— L 


L U 


0 






a 




.c at 4 


3 a- o»£ 


* > C 




a 


4 ft 4 


-4 4 4 


4 


a 4 


4 


4 




4 




C 


- 4 


4 3 












4J 0 *j H 


u 




0> 4 






C 4 




C 


4J 


C 


C 


■J 


4 




4 


L 


-4 TJ 


4J 


0» 




H 




-4 c 


4 




- 0 




o» 


CT> 4 Ct 






■O «| 


4 


O 4 


C 


C 




0 XI 


^ C 


U 


c 




JD 




0 4 


X L 


> 


IH 1 




c 




J ? 




c 


L 




L 


4 


0 


4 


L *4 


■«4 0 


4 


■»4 








0 4 6 4 


Qj 0 


L 4 


U 0 L 






4 TJ 


c 


a 


4 TJ 


4 


4 


•»4 


L 




L 


Q.-J 


e u 








cn 




4J £ a£ 


*4- 


ft £ 


C £ 3 


LU 


e 


e ~4 c 


0 L 4 


•»4 


C 


X 


» 


3 


4 


4J 


0 




4 




4 








T) 


Ct *J 


4 £ 4-> 




0 


0 l 4 


-4 ft > 


u 


4 * 


« 


4 


cr 


2 


4 


4J 


C 4 


H- » 


0 








Cl 


4 ~4 






4J 4-> 4 


h- 


u 


U Q. 


4J jC -h 




4 






4 


4 


L 




4 X 


4 


U 


X 






UJ 


^4 4 H> 


4 C 


L TJ 


4 C 


ZD 


c 


c 0 0» 


4 4J 4J 




4* t\ 






L 




0 


c 


-4 4J 


4J 




ft 






t-4 


/) > 0 


O 


0 c 


•,4 C 


a 




-4 L C 


LOU 


TJ 


4 6 


4 






4 


a 0 


a 


4 U 


4 








»" 


H C 0) 




4 


4 * 4 






a -4 


Q 4 


L 


Q> 4 


C 


C 


4 


C 


0 


€ 




C 4 


£ 










^ -4 TJ 4 


C 4-' 




4 C 


II 


4 


4 ax 


a tj a 


4 


-4 *j 






4 


-*4 


0 




?° 


»4 *"l 


*J 


4 




f4 


-J 
t-4 


C L 


.4 'J 


r>i rt 


fll c ♦» • 


0 


C 


2 4 U 


0 c * 


4J 


4' -4 


4 






«3 


u 






4 £ 




J 




H 


0 C 41 


C QJ 


_i 4J 


0 




4 


u ft 


0 4 0 


c 


4 


4J 




*J 


4J 




4 


> 4 


4J 3 **- 


CD 






m 


G. 4 0 JH 


c «••• 


i. c 


4 C £ 




4 


^ L ft 


U L 




tt 4 


c 


4 


C 


C 




4 


0 4 


C ■ 


0 






2! 


& G 


«l 


/• 4 


Fj jj 0 a 


2 


L 


> -4 J- 


4J 




> > 






4 


•*4 




*J 


L > 






> 




O 


cn 


4 4 4J 4 


^4 n 




c u n 




U 


4 4 


C > ft TJ 


C *4 


4 


4 


e 


4 


c 


4 


a -4 


4 TJ 


4-» 


ft 




»-4 


2: 


K-h u 6 


Ll u 


r v 


j p jj # 


r 




^ £ 4 


►4 4J L 


4 


4 


JC 




4-» 


JC 






a 4J 


r 4 


c 


CC 






0 


L 4 




(» u 


am 


UJ 




4> r 




4-< 


C 




L 


L 






3 


4 U 


o> 


4 






►-4 


Cl 


4 r4 £ 




4 


4 V' cj — 






4J 


3 




4 




4 


4 






e 


4 




€ 






in 


07 


*J H *J 


L 4 


t» a* <i a •«-» 






L 


U TJ 




a 






a 






L 


TJ -n 


Mi 








0 


UJ 


4 0- 


0 JC 


(( 4 


4 c x r 
m 11 a 






0 V4- 


14 C 








< 


4 






0 


£ -° 


4 


ft 








cc 


e u - 










^- 0 


L. 




4 




e 0 








4 0 


4 


I* 





9 

ERIC 



55 



Note: Liaison officers at Notre Dame do less than half-time collection development 
and report to units other than Collection Development Department. 



UNIVERSITY OF NOTRE DAME LIBRARIES 



POSITION TITLE: Library Liai SO n officer/Selector for 

American Studios 

RESPONSIBILITIES: 

Responsible to the Head of the Collection Development 
Department for collection development anc * liaison 

responsibilities. Responsible, in cooperation with members of 
the Teaching and Research Faculty in the Department of American 
Studies, for the selection of materials supporting the 
Department, consistent with the collection development policies 
of the Libraries. Responsible for serving a* liaison between 
American Studies and the Libraries. Responsible for advising the 
Head of the Collection Development Department and other 
responsible parties within the Libraries on the quality, adequacy 
and physical condition of the American Studies collection. 

STATEMENT OF DUTIES: 

Screens incoming purchase orders from members of the 
Department of American Studies regularly and requests approval 
plan claims as necessary* 

Reviews, in a timely fashion, incoming approval, gift and 
bulk purchase materials for their appropriateness for the 
collection, consulting members of the Teaching Faculty. 

In cooperation with members of the Teaching Faculty, and 
using suggestions from users, selects necessary current and 
retrospective materials in American Studies. 

Advises the Head of the Collection Development Department on 
funding requirements for the collection and monitors the use of 
the American Studies allocation. 



As required, assists in formulating, monitoring and revising 
collection development policies and approval plan profiles 
consistent with the overall collecting objectives of the 
Libraries . 



Maintains sufficient contact with the students and faculty 
in order to be familiar with programs and the Library needs for 
teaching and research in American Studies. 

Works with Bibliographers and Liaison Officers in related 
fields in order to coordinate purchasing and keep informed about 
the relevant collections. 

As availability of time and support staff, conducts 
collection assessment and review for preservation purposes. 




September 3, 1992 
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TEMPLE UNIVERSITY CENTRAL LIBRARY SYSTEM 
POSITION DESCRIPTION 



DEPARTMENT: Center Library System 

Reference and Information Services Department 

POSITION TITLE: Library Instruction Coordinator 

POSITION FUNCTION: 

In addition to the responsibilities of all reference librarians, 
the Library Instruction Coordinator coordinates library 
instruction activities for the Central Library System (CLS). 
Serves on the Library Instruction Committee. Monitors and 
directs the Library Skills Workbook program in all Temple 
libraries. Develops programs to improve the effectiveness of 
library instruction. Organizes course -related library 
instruction. Oversees creation of library guides for the CLS. 
Contributes to the formulation and implementation of policies and 
procedures of the department as a whole. Reports to the Head of 
the Reference and Information Services Department. 



RESPONSIBILITIES AND DUTIES: 



A. The Library Skills Workbook program 

^ 1. Coordinates the revision and improvement of the 

CO workbook program with all Temple libraries 

involved. 



Edits the Library Skills Workbook making 
corrections and revisions as necessary to che text 
and question sets with each printing. 

Places an order with the bookstore for the 
required number of workbooks on the main campus 
for each semester. Supervises the printing and 
delivery of workbooks to the bookstore. 

Works closely with the Systems Office to revise 
and improve the computer assisted component of the 
workbook program. 

Makes presentations to faculty and others 
explaining the purpose of the workbook program and 
recommending the use of the workbook for library 
instruction. 



6. Solves any problems related to the use of the 
workbook. 

7. Keeps all appropriate CLS staff informed of 
changes, problems, or other concerns related to 

^ , , the use of the workbook. 
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Col se-related Instruction 



1. Plans and teaches course-related library 
instruction in consultation with faculty. 
Recommends the workbook as background information 
for course-related instruction. 

2. Serves as contact person for faculty members and 
arranges for librarians to teach specific classes. 
(Any librarian may give basic library instruction; 
as far as possible, subject specialists should 
give, or at least help to prepare, sessions for 
advanced classes.) 

3. Works with the Library Instruction Committee to 
develop programs to improve librarians' teaching 
skills in the classroom. 

Library Guides 

1. Oversees the creation of library guides done by 
other RIS staff to regularize format, text, and 
graphics design. 

2. Drafts and regularly updates fact sheets, 
research guides, and users' guides in consultation 
with appropriate staff members in RIS and other 
departments . 

3. Through the Library Instruction Committee, works 
closely with other library departments to create 
appropriate library guides using agreed upon 
formats. 

Faculty Liaison 

1. Contacts faculty to inform them of available 
library instruction services. 

2. Monitors faculty-designed library skills 
assignments, contacts faculty to offer assistance 
with future assignments, and recommends the use of 
the workbook when appropriate. Urges that future 
assignments be sent to the Library Instruction 
coordinator in advance to prepare desk staff. 

3. When possible, provides copies of faculty-designed 
library skills assignments to the Desk Services 
c oordinator for the information of desk staff. 



General Responsibilities 

1. Regularly consults with the department head about 
current instructional activities. 



3 



2. Keeps well-informed of current developments in 
library instruction, especially computer 
applications, and recommends their use, 

3. Collects and compiles statistics on library 
instruction activities for annual reports and 
other administrative purposes. Statistics on a) 
workbook use, b) classes taught by librarians and 
the number and level of the students, and c) 
library guides created, revised, and printed will 
be required for the annual report . 

4. Works closely with the Head of RIS in developing 
and implementing projects and activities of the 
Library Instruction Committee, 



xc: Library Instruction Coordinator 
6/90 
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Note: Bibliographers are full-time collections development librarians in the 
Collection Development Services Department. Bibliographers coordinate the 
CD activities of part-time selectors. 

TEMPLE UNIVERSITY CENTRAL LIBRARY SYSTEM 
POSITION DESCRIPTION 



DEPARTMENT: Central Library System 

Col lect ion Development Services 

POSITION TITLEs Subject Division Bibliographer, 

Hurnani t ies 

POSITION FUNCTIONS 

Within the Humanities Subject Division, serves as a Collection 
Development Selector; leads and coordinates the activities of other 
Selectors; maintains an intellectual overview of CLS collections in 
relation to academic programs, faculty research needs, and CLS 

goals and constraints all in conformity with established policies 

and procedures and in cooperation with other Central Library System 
<CLS) units. Contributes to the formulation of overall CLS 
collection development priorities, policies, and procedures. 
Develops reference and instructional services in the sciences. 
Serves under the general direction and review of the Associate 
Director for Collection Development and Public Services. 

LIBRARY RESPONSIBILITIES AND DUTIES 



A. 



Policy Development, Liaison, and Advising Responsibilities 

1- Serves on the Collection Development Committee, the 

Collection Development /Publ ic Services Area Group, and other 
>CLS committees and task forces as assigned. 

Cultivates a broad range of faculty contacts in order to 
keep well informed about the collection needs of faculty and 
students and to promote among the faculty a fuller 
understating of collection strengths and the policies and 
constraints that affect current collecting. 
Advises the associate director on intellectual and 
organizational issues in collection development. 
Provides, for the Humanities division, quantitative and 
qualitative information and recommendations for the CLS 
materials budgeting Process. 

Cornpi les and analyzes information for plarminq and 
management purposes and annual reports. 

May represent the CLS on University committees concerned 
with 1 i brary support for academic programs. 




B. Coordination of Collection Development Librarians* Activitii 

1. Recommends selection categories and Selector assignments 

the associate director. 
£- Provides orientation and instruction of new Selectors in 



collection development policies and procedures; ensures tha 
orientation is provided in relevant practices and policies 
of other departments. 

Meets regularly with the Humanities Collection Development 
Group for reciprocal communication about policies, 
proceri ures, and prob 1 ems. 

Provides secondary performance appraisals for librarians 
other than department heads, ir, the Humanities Group. 
Maintains an intellectual overview of collecting in 
appropriate subjects by reviewing approval plan selections 
and returns and firm order requests in Humanities subjects 
for s11 Pale V ar ' d branch library collections supported by 
the CLS materials budget. 

Keeps alert to gaps between Selectors' areas within the 
Humanities division and between subject divisions; purchase 
materials or assigns coverage to appropriate Selectors 
For areas supported by the Paley Library budget, monitors 
the rate of Humanities allocation encumbrances and 
coordinates timely attention to repair, rebind, and gift 
decisions, collection assessments, and other assignments an 
projects. 

Maintains liaison with other CLS departments concerninn 
policies, procedures, and priorities that affect collection 
devel opment act ivit ies. 

Supervision of Collection Development Services Office Staff 

(Bibliographers take on this responsibility ir, rotation or as 
assigned by the Associate Director.) 



6. 



1. 

3. 
4. 



Prepares and updates position descriptions. 
Hires support staff with the assistance of CLS 
Administrative Services staff- 
Designates and prioritizes dut ies- 

Provides orientation and training in coordination with CLS 
programs. 

5. Provides for development and maintenance of appropriate 
proced ure rnanua 1 s. 

6- Systematically informs staff of changes in policies and 
proced ures. 

7. Reports attendance; schedules vacation and other leaves. 

8. Evaluates performance according to CLS procedures. 

Selection, Instruction, and Reference Responsi bi 1 ies 

1. Performs as a Selector in assigned subject or 

interdisciplinary areas, as detailed in the position 
description for Collection Development Selector. 
S. Kay develop and provide instruction in use of library 

resources in any subject within the Humanities or may serve 
as consultant to other library use instructors. 
Kay serve limited, pre-scheduled hours at any Reference & 
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Information Services desk as appropriate for awareness of 
library use patterns. 



PR0FESS7 ONflL RES PONS IBILITIES 

1. Participates ir, the activities of appropriate professional 
associations at local, regional, or national levels 

£. Keeps aware of relevant academic, economic, and social 
trends and informed of professional issues and practice 
especially at the research library level, through 
conferences, continuing education, and professional 
1 iter at ure. 



Rev. May 1930 

xcs Humanities Bibliographer 
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ERIC 



WASHINGTON UNIVERSITY LIBRARIES 



LIBRARY POSITION 



POSITION TITLE: Reference Librarian/Bibliographer 

REPORTS TO: Librarian Supervisor - Reference 

SUMMARY: The Reference Librarian/Bibliographer provides in-depth 
reference services in the human i t ies and social 
sciences, including online literature searching and 
bibliographic instruction. Selects library materials 
in designated subject areas and serves as liaison 
with one or more academic departments. Assists with 
general reference services . 



QUALIFICATIONS: 



Education 



MLS from an ALA accredited library school 

Degree in social sciences or humanities 

Reading knowledge of a foreign language desirable 

Knowledge of online searching, preferably BRS and Dialog 



Experience 



Experience in collection development or reference in an 
academic library desirable 



DUTIES: 



Be responsible for collection development in designated 30% 
subject areas, including selection, evaluation, and 
weeding of library materials ; serve as liaison with 
academic departments in assigned areas. 

Work at general reference desk; provide specialized 45% 
reference assistance in designated subject areas , 
including online literature searching. 

Help to plan and implement programs designed to improve 10% 
patrons' ability to use the library and its collections. 

Perform special projects and assist with general 12% 
reference services as assigned; maintain good personal 
relations with library users and interpret library 
policies as needed. 



Keep current on developments in reference service and in 3% 
designated subject areas through reading and attendance 
at professional meetings and specialized workshops. 

ERIC es 7; 3/91 



S Y S T E MS AND PROCEDURES EXCHANGE CENTER 



DEFINITIONS & GUIDELINES 



ASSOCIATION OF RESEARCH LIBRARIES ^^J^^^ OFFICE OF MANAGEMENT SERVICES 

7 ; 



University of Alberta 

Liaison and Referral 



To insure good public relations with faculty, students and other 
library users in all aspects of library service. 

To provide faculty in departments with an ongoing opportunity 
for learning about the services and collections of the Herbert T. 
Coutts Library and to refer their needs to appropriate individuals 
or departments within the Library. 

To provide library staff with an ongoing opportunity to learn 
more about departments and the needs of the faculty members 
of the Faculty of Education. 



Departmental Councils (Elementary Education, Secondary 
Education, Educational Foundations, Educational Psychology, 
Educational Administration) 

Departmental Newsletters (Secondary Education, Adult, Career 
and Technology, Educational Administration, Educational 
Psychology) 

Faculty Committees: Faculty of Education Council, H. T. Coutts 
Library Advisory Committee 



Guidelines for Departmental Liaison and Referral 

Establish and maintain good communication with your departmental library 
representative. Decide what items about the library should bo put on Departmental 
Council agendas, present them together if possible. 

Contact new departmental library representatives and give them an orientation and 
introduction to the library. 

Keep the department informed of library activities, including new resources and new 
ways of accessing them. Disseminate information about the library by making regular 
contributions to the departmental newsletter, sending a library newsletter to the 
department or putting appropriate items on the Departmental Council agenda. 

Act as the "point of contact" for faculty with other areas of the library. 

Keep abreast of the curriculum and programs offered in your liaison area and the 
changes in course offerings. Communicate changes to those responsible for 
collections and services. 

Contact new faculty/sessionals and interview them to develop a profile of their and 
their student's needs. Give them an orientation to the library and familiarize them with 
the library's services and collections. Offer your help in planning/preparing student 
assignments which will make use of the library. 

NOTE: None of this precludes informal interations/and opportunities for liaison with any 

member of the faculty. 
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Purpose: 



Mechanisms 
in Place: 



Brown University 
The University Library 

Organization and Administration 

The libraries of Brown University include the John D. Rockefeller, Jr. Library, the 
Sciences Library, the Pembroke Library, the Virginia M. Orwig Music Library, the John Hay 
Library, and the Art Slide Library. The University Media Services Department is also 
administratively part of the University Library system- The Rockefeller Library serves as the 
teaching and research library for the humanities and social sciences; it also houses the general 
reference and bibliography collections, the administrative offices, and the centralized 
technical services. The Sciences Library provides an integrated collection for the physical, 
biological, and medical sciences. The Pembroke Library contains a collection of current interest 
and extra-curricular materials. The Virginia M. Orwig Music Library consolidates all of 
Brown's music materials. 

The John Carter Brown Library, an independent research institution which is not 
affiliated with the University Library, specializes in the field of early Americana. 

The chief operational officer of the Brown University Library is the University 
Librarian (ext. 2162), who reports directly to the Provost. The Library is organized in a 
divisional structure, with three Associate University Librarians reporting directly to the 
University Librarian. The Associate University Librarian for Public Services and Collection 
Development (ext. 2405) supervises the units responsible for reference, circulation, collection 
development, shared resources (interlibrary loan), medicine, . lusic, media services, and the art 
slide collection. The Associate University Librarian for Technical Services (ext. 2946) is in 
charge of acquisitions, cataloging, retrospective conversion, serials, preservation, and 
government documents. The Associate University Librarian for Special Collections (ext. 2146) 
supervises the curatorial units in the John Hay Library and the Annmary Brown Memorial, as 
well as the East Asian Collection. 

Collection Development and Communication 

The selection of library materials is made by the Collection Development staff: 
Collection Development Librarians, Special Collections Curators, and the Heads of Serials 
and Government Documents, in cooperation with faculty Departmental Library Representatives 
(DLR's). Each academic department, program or center with a line-item allocation for 
acquisitions has a DLR, appointed by the Chair or Director, to act as liaison between the 
department and the Library. DLR's act as subject experts, providing advice and direction, as 
needed, regarding selection decisions, and also serve as information conduits for other issues 
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relating to the Library. Department Chairs are urged to bring matters of concern regarding the 
Library to the attention of their DLR for transmission to the Library, and, when neecessary, 
should also be encouraged to call any of the administrators mentioned above with questions 
pertaining to Library policy or procedures. 

Collection Development Librarians are assigned responsibility for particular portions 
of the Library's overall collection. Within these assigned subject areas. Collection 
Development Librarians are responsible for selection, bibliographic instruction, and other 
matters pertaining to the growth, preservation, and utilization of the collections. Faculty and 
other members of the University community may suggest titles for purchase by completing a 
Suggested Purchase Form. Suggested Purchase Forms may be picked up, and returned, to 
reference desks at the Rockefeller and Sciences Libraries. Selection decisions are made in 
accordance with the specific definitions and objectives of each discipline as described in the 
Library's Collection Development Policy Manual , a copy of which is available in each 
academic department. 

The Library also acquires materials through "gathering plans," standing orders placed 
with certain publishers or dealers to provide current material in accordance with guidelines 
prepared by the Library. Some of the Library's gathering plans for general acquisitions 
provide for: European art books; titles from U. S. and Canadian trade presses as well as 
scientific and technical publishers; works of contemporary German authors; scholarly works in 
religious studies; European music scores; and titles from U. S. and Canadian university presses. 
Publications from the Brown University, Cambridge University, and Yale University Presses 
are supplied directly from the respective publishers. 

The Faculty Library Committee 

The Faculty Library Committee advises the President, the Faculty, and the University 
Librarian on policies concerning the Library and its operations; monitors the effectiveness of 
library services; and meets annually with the Corporation Committee on the Library, at the 
request of the latter. The agenda for meetings is set by the Chair in consultation with the 
University Librarian. 

The membership of the Faculty Library Committee consists of six faculty members; the 
University Librarian and the Director of the John Carter Brown Library, as non-voting ex- 
offido members; and four students (two undergraduates and two graduate students). 

Department Chairs who wish to bring concerns to the attention of the Faculty Library 
Committee should contact the current Committee Chair (whose name may be obtained through 
the Faculty Secretariat or the Library), or the University Librarian. 



From Academic Chairs Handbook, 1992 
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development of databases in their fields of responsibility and 
able to advise users regarding possible sources of information. 



The proliferation of widely available textual and numeric 
databases poses a variety of problems for the Collection 
Specialist. The Collection Development Policy Statement ,. 
Preliminary Edition , January 1980, states in part: "Recorded 
information that meets the instructional and research needs of 
the Berkeley academic community is by policy appropriate for 
inclusion in the collections, regardless of form or language. 
Policies as encompassing as this one, however, are subject to 
pragmatic adaptations...." (p. 7) It later (p. 10) adds: " The 
challenge of computer data tapes and data archives for research 
collections has not yet been addressed by the Library. The 
relevance of these materials to the Library's mission must be 
explored with the campus Office of Computing Affairs and other 
concerned departments. The question of Library support for 
computer-assisted instruction also remains to be considered." At 
the time of writing of this present Guide (Fall 1986) , the 
Collection Management and Development Committee has appointed a 
subcommittee to draft a policy statement for machine-readable 
data files, instructional software, etc. This statement will be 
incorporated in the projected revision of the Collection 
Development Policy Statement . 

Whatever the policy adopted, it is clear that Collection 
Specialists will have to identify sources of information 
regarding available databases in their fields, to consult 
regularly with faculty and student users to determine the naeds 
of Berkeley scholars for electronic information sources, and to 
decide what level of access (e.g., whether to own a data file or 
to obtain access to a vendor's file) is required to meet those needs. 
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University of California at Santa Barbara 
Faculty Liaison Activities 

Establish and maintain good communication with your department's 
library liaison. 

Visit the department chair on a regular basis to discuss the 
department's plans, including the recruitment of new faculty and 
the development of new courses. 

Become familiar with the research interests and professional 
activities of each faculty member. 

Visit each member of the faculty at least annually to discuss 
his/her library needs. 

Contact each new faculty member and offer to provide a special 
orientation to the library's resources and services. 

Become knowledgeable about the composition of your department, 
including number of full-time faculty, lecturers, majors, 
teaching and research assistants, graduate students, etc. 

Keep informed about the curriculum and any curricular changes. 

Offer to attend faculty meetings to update the department on 
library issues. 

communication 

mechanisms for informing the department about- library resources 
and services. 

Consult with appropriate faculty before acquiring expensive 
items or changing collecting policies. 

Offer to work with the faculty to develop library instruction 
for classes with research needs. 

Provide research consultation for faculty and students as 
appropriate . 



Discuss library resources and services with each member of the faculty. 
Take appropriate brochres and handouts to give them (Pegasus, MELVYB, 
online databases, cd-rom products) ; offer to den Pegasus, MELVYD, apprpriate 
databases; dial-up access to Pegasus and MELVYL; Melvyl pcssv^rds. 
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University of Connecticut 



LIBRARY LIAISON PROGRAM 

The Library Liaison Program exists to establish formal, ongoing working relationships 
between the Library and specific University programs, departments, or schools that 
require library collections and services. 

The goal of the Liaison Program is to enhance communication between the Library and 
academic programs, resulting in improved resources and services for those programs. 

The Liaison Program is carried out by appointing a liaison librarian to a specific 
department, program, or school. The Library also strongly encourages the academic 
program to reciprocate by formally designating a faculty member as the library liaison 
person on their end. 

In addition, the Library urges academic departments to include their liaison librarian in 
CCj meetings of the curriculum committee, the library committee (if such exists), in 
gv reaccreditation review committees, and in any other forum where the quality of library 
- <jy support for the program is a factor to be considered 
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Since library staff numbers are insufficient to appoint a liaison librarian to every University 
academic program, the Liaison Program will be formalized with those departments where: 

1) There are established but informal relationships or where there are officially 

supported subject-based collections. 

2) There is a perceived need based on factors such as size of the program, and 

level of activity between the Library and the department. 

3) There is a librarian with appropriate subject expertise on staff. 

4) There is receptivity and reciprocity on the part of the academic department. 

The role of the liaison librarian will include some or al! of the following: 



1) To represent the library needs of the assigned academic department to colleagues 
within the Library 

2) To initiate and maintain regular communication between the Library and the 
department 

3) To select library materials and to review faculty requests for library materials in the 
assigned subject area 

4) To provide subject-related teaching, orientation, database searching, and 
reference services 

5) To assist with accreditation reviews where information about library resources is 
required 

6) To participate in departmental curriculum, library, or other appropriate committees 
as invited 

7) To facilitate the resolution of service problems for individuals within the 
academic department 75 
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Dartmouth College 



Create date: 881026 
Revision date: 



D. Responsibilities: Interaction with students and faculty 

Interaction with students and faculty is among the bibliographer's most important activities. 
Regular communication with faculty and students is essential to building collections that meet the 
instructional and research needs of academic departments on campus. 

Mechanisms for maintaining regular communication with users vary among the libraries. 
Examples include talking with Department Chairs or Library Representative/Liaisons designated by 
each academic department, and public service contact, particularly through reference desk activity, 
bibliographic instruction sessions, and student/faculty orientations. 

Other mechanisms for channeling information include library newsletters, electronic mail, 
Friends of the Library activities, supplements in VOX, etc. Kresge, Dana, and Baker libraries 
currently publish newsletters for general distrib ttion or geared to individual departments. 
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UNIVERSITY OF KANSAS LIBRARIES 
RESPOKS IBILITI ES OB" B I BL I OGRAPHERS 

Persons assigned selection and fund management 
res pons ibi lities in the University of Kansas Libraries shal 1 be 
cal 1 ed "bibl iographers" 

Bibliographers should have knowledge of and responsibility for 
the areas described below and should act to fulfill the following 
collection devel opment and management goal s , as appropriate to 
their assigned subject area(s) and their total job 
responsibi 1 ities - 

Bibliographers are evaluated by. their supervisors as part of 
the annual evaluation. 

1. KNOWLEDGE/ UNDERSTAND I NG OF POSITION 

a. have knowledge of the assigned subject area(s) and/or 
disciplines; maintain knowledge and awareness through 
continuing education of: major works, leading scholars, 
trends in research, bibliographic and other reference 
tools, electronic media; 

b. maintain knowledge of general principles, goals and 
activities of collection development and management in 
academic/ research libraries including: functions, 
current issues, trends, professional organizations and 
relevant publications . 
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SELECTION OF MATERIALS FOR LIBRARY COLLECTIONS 

a. understand the University of Kansas Libraries 1 
Col 1 ection Development Policy , especially for the 
assigned subject area(s); and provide an on-going review 
of the policy for the assigned area(s); 

b. understand, develop, and maintain selection criteria 
in general and those particular to the assigned area(s); 

c. develop, maintain, and review approval plan profiles; 
moni tor and review approval pi an receipts ; 

d. select and review all materials appropriate to the 
assigned subject area(s) including: books , serials , 
audio-visual materials, electronic media; 

e. maintain and review a balance between the selection 
of books, serials and other materials appropriate to the 
assigned subject area(s); 

f. develop and maintain gift and exchange agreements for 
appropriate materials; review gift and exchange receipts; 

1 
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g. develop and maintain appropriate resource sharing 
agreements with other libraries. 



FOND MANAGEMENT 

a. analyze budgetary needs of assigned subject area(s) 

b. maintain knowledge of publishing costs and trends, 
inflation rates for books and serials, and price trends 
for library materials in general and for materials 
appropriate to the assigned subject area(s); 

c prepare an annual budget request, providing a 
reasonable justification of spending levels in the 
assigned subject area(s) and of the need for any 
additional funds; 

d. maintain and review a balance between expenditures 
for books, serials and other materials appropriate to the 
assigned subject area(s); 

e. spend allocated funds appropriately, expeditiously 
and wisely; establish and apply priorities for the 
expenditure of allocated funds and monitor expenditures 
in the course of the fiscal year; 

f. spend available endowment funds; 

g. participate in developing alternative sources of 
funding for the acquisition of library materials. 



COLLECTION EVALUATION 

a. develop and implement a systematic plan for the on- 
going evaluation of library collections in the assigned 
subject area(s); 

b. have knowledge and understanding of collection 
evaluation techniques and procedures; 

c. identify gaps in the library's collections and 
develop retrospective purchasing plans to fill those 
gaps. 



PARTICIPATION IN COLLECTION DEVELOPMENT PROGRAM 

a. understand and review collection development and 
acquisitions policies and procedures; 

b. participate in the collection development 
consultative and decision making processes through the 
Collection Development Council; 
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c. cooperate with other bibliographers and coordinate 
sel ection and evaluation activities as appropriate ; 
support other bibl iog raphe rs through sharing know 1 edge 
and experience of policies, procedures and activities; 

d. maintain appropriate documentation of selection 
criteria, collection evaluations, analyses of collection 
needs, and communications with faculty; 

e. keep the Collection Development Librarian apprised 
about major collection development activities and be 
prepared to provide him/her with appropriate 
documentation of activities including statistical and 
col 1 ection evaluation analyses .and communications with 
faculty, especially accreditation reports. 



LIAISON WITH FACULTY AND OTHER LIBRARY USERS 

a. establish and maintain regular formal and informal 
contacts with faculty, students and other library users 
in the assigned subject area(s); 

b. maintain knowledge and understanding of faculty and 
student needs and use of t>"e collections; especially 
academic programs, courses, research interests, 
circulation of materials and interlibrary borrowing 
requests ; 

c. provide information to faculty, students and other 
library users about library policies and procedures, 
budget needs, collection trends and major acquisitions; 

d. promote knowledge and use of the library's 
collections by providing, as appropriate, bibliographic 
instruction and assistance, guides for library users, 
newsletters, tours and exhibits; 

e. act as an advocate for the library's needs and 
interests ; 

f. act as an advocate for the needs and interests of 
assigned subject area(s) and department (s ) with the 
1 ibrary . 



COLLECTION MANAGEMENT AND PRESERVATION 
[This section has not been clarified yet. Areas in which 
bibliographers may have responsibilities currently 
include: closed stacks, non-circulating materials, 
replacement , selection for repair and binding, and 
weeding . ] 

Approved by CDC 6/18/92 
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KENT STATE UNIVERSITY LIBRARIES LIAISON POLICY 



Char g e; ^ liaison Librarian's duties and responsibilities include but are 
not limited to, the following: 

1. Establish contact with the School Director or Department Chair, the 
Library Representative and other members of the School or Department, and 
determine how best to represent the Libraries to the School or Department 
and how best to represent the needs of the School or Department to the 
Libraries . 

2. Assist the School or Department in effectively expending their allocation 
of funds for new and retrospective library materials, including books, 
serials, documents, sound recording, software, etc. 

3. Be aware of the literature of the discipline, the major journals and 
reviews, and bibliographies which describe the basic resources in the 
field. 

4. Be aware, and keep the Libraries informed, of curriculum changes, changes 
in emphasis, new research interests, etc. in the School or Department 
especially as chey impact on the Libraries. 

5. Keep the School or Department informed of the Libraries' policies and 
procedures and of changes in those policies and procedures. 

6. Assess the Libraries holdings in those areas of interest to the School or 
Department. 

7. Continually review the material arriving on the approval plan in those 
areas of interest to the School or Department. 

8. Help prepare a collection management statement for those areas of interest 
to the School or Department. 

9. It is understood that many of the activities now performed by reference 
librarians, such as preparing bibliographies and library guides, delivering 
lectures, providing reference service both at the reference desk and by 
appointment, contribute to the liaison effort. Liaisons outside of the 
Reference Department are encouraged to work with reference librarians to 
coordinate and strengthen the library services offered. 

Authority; The liaison librarian has the authority to plan and carry out 
activities that will accomplish the duties and responsibilities set out in the 
Charge in accordance with the Libraries policies and procedures. 
Administrative responsibility for the liaison librarian rests with the Head of 
the Department to which the liaison librarian is attached in consultation, on 
collection management matters, with the Associate Dean of Libraries for 
Collections and Development and the Head of Collection Management. 
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Allocation af liniei In order for the Charge to the Liaison Librarian to be 
carried oat successfully, a certain amount of time should be set aside each 
week specifically for liaison work. It is recommended that ten hours a week 
be allowed. It is recognized that specific problems or projects will require 

£ ?ET? tlme and that 1C P robabl y i« not practical, or desirable, 

to hold inflexibly to a rigid schedule. The concern is that liaison work be 
carried out in a logical, consistent and timely manner. 

Accountability^ Each year the liaison librarians will submit a report to the 
Associate Dean of Libraries for Collections and Development outlining goals 
accomplished and problems encountered. The report should address the nine 
categories listed in the Charge. 

Reference Collection; Primary responsibility for the development of the 
reference collection rests with the Head of the Reference Department with the 
assistance of the reference librarians and the recommendations of the liaison 



Don L. Tolliver 

Dean of Libraries and Media Services 
September 11, 1990 
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University of New Mexico 



Faculty liaison 

Most teaching departments assign a faculty member to be their 
liaison to the Library. Although the selectors should work with 
this liaison, they may also find it helpful to deal with the 
Char of the department and the other faculty members. 

The selector should learn the interests and concentrations of the 
department. This may involve not only the courses offered, but 
also the faculty and student research interests, the trends in 
enrollment, the plans for the future, the new courses or programs 
under consideration, the interests of new faculty, etc. Some 
departments may invite the selector to their meetings; others 
have regular seminars which might prove useful. 

Faculty input may be useful on materials that seem peripheral to 
our collections. They should be consulted when expensive 
purchases or major changes in services are being considered. the 
selectors should keep the department informed of new materials or 
services that might be of interest. 

Some faculty review the materials arriving on approval. In these 
cases, selectors should keep their liaisons informed about 
changes in the physical arrangements or procedures. 
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FACULTY-LIBRARY LIAISON: 
GOALS AND GUIDELINES FOR SELECTORS 



Faculty Liaison Task Force 

Kent Underwood (Chair) 
Angela Caireno 
Sandra Fraser 
Sue Schub 



Bobst Library 
New York University 
October, 1990 
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University of Texas at Austin 



III.B.3.p.l 



FACULTY LIAISON 

Priority L 

1. Establish and maintain good communication with departmental li- 
brary committee or library representative and other interested 
faculty. 

2. Consult with appropriate faculty before acquiring unusually expen- 
sive items or making important changes related to collection 
development . 

3. Act as liaison for faculty with other areas of the library system, 

4. Keep informed on curriculum and curriculum changes, 

5. Contact each new faculty member in the department upon his arrival. 
Priority II . 

6. Inform faculty about library resources and ways to access them. 

7. Inform faculty on alternatives in library use instruction for 
students. 

8. Offer assistance as appropriate in planning and coordinating stu- 
dent library assignments. 

9. Keep in contact with graduate advisors and/or thesis and disserta- 
tion advisors for awareness of ongoing research in subject area. 

10. Visit with department chairperson, particularly if newly appointed, 
and/or college dean once a year, if appropriate, to discuss fund- 
ing, programmatic priorities, trends and plans for curricula. 

Priority III . 

11. Keep informed about individual faculty members 1 professional activi- 
ties and interests. 

12. Arrange to attend the first faculty meeting of department or col- 
lege in order to introduce yourself; arrange attendance at other 
meetings if feasible. 

13. Involve faculty in preparation of selected reference sources, bib- 
liographies and other library use materials prepared for sudents. 
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III. B. 3. p. 2 



FACULTY LIAISON 



Suggestions for Implementation 

The suggestions noted below amplify on the activities listed on the preceding 
page. They are intended as examples only and are by no means comprehensive. 

— Get on department mailing list. Get to know the departmental secretaries. 
They are valuable contacts. 

— Direct a communication, either written or in-person to each faculty 
member in the department at least once a year. The nature of communica- 
tion with individual faulty members is a function cf size: the larger 
the department, the less personal the contact. Sending a notification on 
the availability of a book of particular interest to an individual is an 
example of a personal communication, while newsletters, solicitations for 
reserves, new. acquisitions lists and announcements on upcoming user educa- 
tion activities constitute more general communications. 

— Acquisitions of unusual or expensive items, serials cancellations, revi- 
sions of collection development policy or approval plan profiles, and 
significant location changes are examples of bibliographer activities 
which should be preceded by discussion with appropriate faculty. 

Sources for learning about curriculum are: preregistration course list- 
ings in 'the Daily Texan, department bulletin boards (e.g. Germanic Lan- 
guages, Classics), reserve lists, textbook lists, the Catalog series, 
and course schedules. New bibliographers need to look at appropriate 
catalogs and course schedules for several recent years. 

Each new faculty member should be provided with written materials on the 
library, including the Acquisitions Manual for Faculty . A followup visit 
or telephone call should offer an orientation tour of the appropriate li- 
brary, emphasizing the location of materials, major reference tools in the 
subject, and services (including Circulation and Reserves). 

— Offer formal or informal presentations on new indexes or services, major 
reference sources in tangential and primary fields, microform subject 
collections or other special materials. 

— When offering assistance on class library assignments, explain the impli- 
cations of such assignments for library resources. Maintain an assign- 
ments record which notes the instructor's name, the size of the class, 
the assignment, how the assignment was met, and suggested acquisitions 
for next year. Discuss the effectiveness of the library's participation 
in the assignment with the instructor. 

— Offer assistance to department in showing the collection to faculty being 
interviewed for new positions. 

The Daily Texan , On Campus and the UT news releases report on faculty 
professional activities. Citation indexes (look for listings by insti- 
tution under several entries) and the lists of faculty publications 
sometimes available from department offices help to keep the bibliogra- 
pher informed on faculty publications. 
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Virginia Polytechnic Institute and State University Appendix F 

The Functions of the Academic and Library Faculty Liaisons 



The primary function of the liaison relationship is to enhance mutual and timely 
information exchange between the academic departments and the library and to see 
to it that, on a day-to-day basis, the library needs of departmental faculty are 
satisfied. 



The function of the librarian is: 

1. To act as a library resource person to the department concerning all library 
services, but especially in the areas of collection development, bibliographic 
instruction, online database searching, and reference, 

2. To inform the departmental representative of new developments in library 
services and collection development. 

3. To be familiar with the teaching and research done in the department. To 
learn about future plans and directions for the department. 

4. To receive and see to it that faculty requests for library materials are 
processed. 

5. To convey to the 

the departments' concerns, needs, and suggestions; 
and to keep him informed about departmental matters, especially as they may 
relate to library services and collection development. 

The function of the faculty liaison is: 



1. 



To handle requests for library materials from departmental faculty. 



2. To help the librarian in assessing the present and future library needs of the 
department. 

3. To alert the librarian to new directions the department may be planning to 
take, in terms of teaching, research, and degree programs. 

4. To disseminate information about the library to the department's faculty. 

5. To gather concerns, needs, and suggestions from faculty and convey them to 
the librarian liaison to the department. 

August 1989 
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Washington University 



CHECKLIST OF BIBLIOGRAPHER DUTIES 

FACULTY LIAISON 

Establish and maintain good communication with departmental 
library committee or library representative and other 
in teres ted f acul ty . 

Consult with appropriate faculty before acquiring unusually 
expensive items or making important changes related to 
collection development. 

Act as liaison for faculty with other areas of the library 
system. 

Keep informed on curriculum and curriculum changes. 

Contact each new faculty member in the department upon his 
arrival . 

Inform faculty about library resources and ways to access 
them . 

Visit with department chairperson, particularly if newly 
appointed, and/or college dean once a year, if appropriate, 
to discuss funding, programmatic priorities, trends and 
plans for curricula . 

LIBRARY USB/ INSTRUCTION 

Assist users in locating materials needed for research. 

Assist in library programs of course-integrated instruction 
related to your discipline. 

Offer tours and lectures for orientation and bibliographic 
instruction . 

Learn to conduct searches in appropriate online data bases, 
to extend own knowledge of resources in the discipline and 
effect better interaction with users in the discipline. 

COLLECTION EVALUATION 
Within assigned subject conduct an evaluation of discrete 
part of the collection each year. 

FUND MANAGEMENT 
Manage all funds for assigned area. 

Make annual estimates of expenditures for library materials 
in assigned subjects from ail sources, including serials, 
approval plans, allocation and special funds. 
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SELECTION OF MATERIALS 

1. Develop, use, and routinely review a working list of 
selection tools . 

2. Select library materials for purchase on a timely and 
continuing basis according to the Collection development 
policy and other library guidelines. 

3. Review incoming materials, including approval plan receipts 
and monographs in series which are on standing order, to 
maintain awareness of new titles, to flag materials for rush 
and priority cataloging, to notify faculty, and to alert 
technical services personnel to problems . 

4. Develop, maintain, and review approval plan profile in the 
subject area. Add and delete publishers as needed. 

5. Review the collection development statements and approval 
profiles for assigned subject areas and revise as necessary 
in consultation with faculty. 

6. Encourage suggestions from library users for library 
materials purchase . 

7. Evaluate and select gifts in appropriate subject areas. 

COLLECTION MANAGEMENT 

1. Designate appropriate processing priorities* 

2. Review current serial subscriptions for appropriate action. 

3. Consult with appropriate staff on binding and cataloging 
problems . 

4. Monitor use in order to identify needed additional copies, 
replacements , or subsequent editions . 

5. Identify deteriorating library materials which are to be 
preserved and determine the appropriate preservation method. 

6. Consider limited access or circulation for materials which 
because of condition, value or demand, require special 
protection . 

7. Negotiate needed transfers from one location to another with 
appropriate bibl iog raphe rs . 

8. Weed lesser-used materials from the collection on a regular 
basis • 
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3/23/88 



University of Waterloo 



GUIDELINES FOR LIAISON LIBRARIANS VIS-A-VIS 
DEPARTMENTAL LIBRARY REPRESENTATIVES 



Liaison librarians and departmental library representatives from the academic 
departments work together to facilitate communication between the Library and the 
departments, to develop the library collection, and to prepare budgets and administer 
funds for the acquisition of library materials. 

To facilitate communication, the liaison librarian: 

keeps the departmental library representative informed about library 
resources, services, policies, matters of current interest, orientation, and 
instruction programs 

informs the Library of any concerns the department has with any aspect of 
the library operation 

informs the Library of the requirements of the department, and wherever 
possible, addresses the department's requests directly (e.g. orientation) 

is available to attend departmental meetings by invitation to present and 
receive information and comment concerning library services 

With regard to collections development, the liaison librarian: 

consults with the departmental library representative about the 
department's Collection Development Policy; keeps the representative 
informed about the library's selection, acquisition, and weeding 
procedures; and generally assists the departmental library representative in 
becoming familiar with the strengths and weaknesses of the Library's 
collections 

consults with the departmental library representative on long-range 
planning of collection development 

advises the departmental library representative of relevant new 
acquisitions and subscriptions 

consults with the departmental library representative as necessary on 
possible purchases from departmental library funds 

consults as necessary with the departmental library representative when 
preparing assessments of the library collection and programs, such as 
those for OCGS, and in conducting reviews of serials 



i 



99 107 



With regard to the Acquisitions Budget, the liaison librarian: 

consults with the departmental library representative in drafting the annual 
Acquisitions Budget to ensure that the budget request accurately reflects 
the amount required to support the department's teaching and research 

keeps the departmental library representative informed of the 
commitments and expenditures of the Acquisitions Budget over the course 
of the year 



November, 1989 
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Definitions of Liaison Service/Practice 
written by survey respondents at ARL Libraries 
where no "official" written definitions have been formulated. 



ERIC 



U. British Columbia : Our strategic plan requires librarians to 
reach out to users in order to identify their information needs & 
problems, to convey & demonstrate the range of services available, 
and to bring back to the Library an appreciation & understanding of 
user needs & the priorities of scholarship & teaching. 

U. Chicago : Whatever is appropriate to meet the information needs 
of the University's faculty, students, and staff, 

U . Gue 1 ph : Responsible for working with faculty members and 
graduate students, especially faculty/library liaison(s) of 
academic departments. 

U . Hawa 1 i : Regular, but relatively informal communication between 
library faculty and the "library liaison" in the teaching 
department . 

U. Illinois : The "liaison Librarian" in cooperation with the 
faculty develops and maintains research collection in the academic 
areas served. The librarian insures that reference, original 
cataloging, and online service are provided to meet the needs of 
faculty and students in the academic departments. The liaison 
librarian maintains a strong working relationship with its academic 
departments . 

n, Iowa : Liaison librarians are expected to be the primary link 
between the library and the department or program they serve. The 
primary focus is collection building, but they should also be 
offering specialized reference assistance, user education and other 
services. They should keep current with research trends in the 
discipline, with issues relating to scholarly publication in their 
field, and with new d i r ect i ons in the individual department. They 
should make themselves known to faculty and learn about their 
research interests, and keep the appropriate library administrative 
officers informed about new d i r ect i ons . 

U. Manitoba : Bibliographers consult on a regular basis with 
faculty departments and individual faculty members in arriving at 
Bibliographic decisi ons , includ i ng order i ng and cancel 1 at i ons . 
Contact will be informal but also includes representation on 
Faculty Library Committees. 

U, Maryland : Developing close working relationships with the 
campus faculty, particularly in collection development in order to 
ascertain how library collections and services can best support 
their instructional and research needs. 

MIT : Consultation rith Faculty on collection development in a 
speci fic discipline. 
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U. Nebraska : Provision of reference and research services to 
faculty and students in a subject area; communication link between 
departments and the library. 

U. Oregon: Liaisons are responsible for monitoring instructional 
programs and research needs in their designated areas to ensure 
that the Library ! s collections and services are responsive to the 
evolving needs of the University community. 

Syracuse : Subject selectors are encouraged to actively solicit 
information from departments, to be active in departmental 
discussions on library resources, to convey news of library to 
departments, to serve as referrals for faculty and students of 
assigned departments to other library staff and services as 
necessary . 

U. Washington: Actively and effectively communicating with faculty 
and students in the disciple(s) for which the selector is 
responsible, to understand, respond to, and anticipate their 
information needs; building and maintaining collections in support 
of those needs; representing the Libraries to these users. 

U. Waterloo: It is covered in our Guidelines for Liaison 
Librarians and Guidelines for Departmental Library Representatives 
as facilitating communication between the Library and the Academic 
Department, assisting with Collections Development work and 
participating in Acquisitions Budget preparation. 

U. Western Ontario: Communication - oral and written, formal and 
informal -with the academic departments served, including subject 
specific reference, representation at meetings, etc.. 



Note: It should be taken into consideration that these definitions 
are generally less formal and refined than are the "official" 
definitions reported by institutions in which library-wide 
definitions of liaison practice have been developed through 
deliberation to consensus. Nevertheless, they have been included 
in the analysis (see SPEC Flier), and can provide insight for those 
seeking to develop institutional definitions of liaison service in 
the future. 
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SYSTEMS AND PROCEDURES EXCHANGE CENTER 



INTERNAL COMMUNICATION OF 
LIAISON ACTIVITIES 



ASSOCIATION OF RESEARCH LIBRARIES 



Office of Management Services 



University of California at San Diego 

Library Impact Worksheet 



Program: 
Date: 



Bibliographer: 



Program status (approved?, not yet approved?) : 
Please check as many as apply: 



new school [ ] new department [ ] new faculty 

new major [ ] new minor [ ] new ORU 

new faculty interest [ ] new degree level (degree: ) 

new languages [ ] growth in student numbers 

new area studies emphasis [ 1 new interdisciplinary focus 



[ 

[ 

[ 
r 

[ 

[ ] other 



1. Description of the programmatic change: 



2. Impact on collection development/management (use NCIP language if 
possible) : 



3. Impact on public services: 
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4. Impact on technical services: 



5. Estimate of new resource requirements: 



6. Potential sources for new resources: 



7. Resource-sharing potential; other resources in UC: 



8. Program has been reduced or eliminated (please supply brief 
explanation) : 



3. Budget/Allocation of funds 



Dartmouth College 



The fiscal year of the College runs from July 1 through June 30, the Library follows a 
similar budgetary cycle. Departmental budget requests are filed in October and approved or 
amended by the following January for the upcoming fiscal year. The Library derives its revenue for 
the purchase of library materials from the income of endowments designated for that purpose and 
from the general funds of the College. Funds for the purchase of library materials for the associated 
schools (Dartmouth Medical School, Thayer School, and Tuck School) are allocated by the 
administrators of each school. Other sources for library materials include gifts in kind and cash. 

The budget for each bibliographer is set according to the types, costs 
and amount of material published in each field as well as the need to support College programs. In 
the spring, the Director of Collection Development and Bibliographic Control notifies each 
bibliographer of the percentage increase or decrease in his/her budget for the coming year. This is 
based on projected endowment income distribution, an analysis of the previous year's expenditures 
and an estimation of future costs for library materials. The bibliographer then meets with the 
Director to discuss specific needs, considering support for the curriculum, special programs, and 
collection evaluation. The meeting is one of approximately three held throughout the year between 
the Director and the individual bibliographers. Adjustments to the budget may be made to meet 
special requirements. 
Budget Timetable 

July 1 Start of fiscal year. 

Summer Annual reports submitted to Library Directors describing any new programs projected, identifying 
special budgetary needs for the next fiscal year. 

Late 

Summer/Fall 

Each bibliographer meets with the Director of Collection Development and Bibliographic Control 
to discuss anticipated needs for the coming year. The bibliographers of the associated 
schools meet the Director of Collection Development and Bibliographic Control for budget 
monitoring and expenditure analysis as well as with their respective deans to negotiate 
acquisitions budgets. 

October The Director of Collection Development and Bibliographic Control submits the library materials 
budget, based on bibliographers' needs, projected endowment income, 
anticipated inflation and publishing statistics, for dtscus^on with the Library administration. 

November The library materials budget is incorporated in the overall Library budget The budget is reviewed 
by the Provost and the Library Administration and necessary adjustments are made. 

NovTDec. The final budget request is sent by the Provost to the President through the Financial Services 
Office for approval 

January The President submits the Library budget, as part of the College Budget to the Board of Trustees for 
consideration. 

Late 

Winter/Spring The Library Administration is given the final budget for the next fiscal year. 

Spring Bibliographers may meet with the Director of Collection Development and Bibliographic Control 
to discuss anticipated needs. 

June Individual budget report sheets are distributed to bibliographers at meetings with the Director of 
Collection Development and Bibliographic Control. 



bibliographer's manual, Ch.2 
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Bibliographer's annual report form 



Collection Development Policj 



Name of bibliographer Date 

Describe any changes in the composition of the faculty or other constituencies , including new people/new 
specialties: 



List any new courses or programs: 



Describe any courses that are inactive, dropped, or significantly different in content: 



Describe any changes in funding or costs of items which are having an impact on collections: 



Describe any developments/trends in the literature that are having an impact on collections: 



Describe any changes in collecting patterns, giving consideration to format, language, etc.: 



Significant collection managment activities: 



Additional comments: 
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State University of New York at Stony Brook 
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UK I VERS I XT OF WASHINGTON LIBRARIES 



BMS81 SURVEY A , 
1991*1993 

Fund Group 
Fund Name 
Selector 
Date 



1. List important changes that have occurred during 1989-91 in programs served by this 
£und - PlWt en^mgrate VOUr responses ao that vou can r«f«r H p the e,!^! bv number In 
ffilMiifilUL. Consider changes in scope, program addition/termination, new degrees, and new 
course listings. Take into account interdisciplinary programs, institutes, centers and/or 
projects that affect your needs. Address growth or decline in importance of a sub-field, 
if applicable. Comment on any faculty personnel changes which added a new research 
interest or removed another. Describe definite changes you expect to occur during the 
next two years in programs, courses, research needs or areas of specialization for which 
faculty will be recruited, and for which additional library resources will be needed. 
Service units may wish to describe any changes in use or in service patterns which affect 
the resources needs for the unit. 

Note: This question is completed by liaisons for discipline-related funds. 



UNIVERSITY Or WASHINGTON LIBRARIES 

SELECTOR SURVEY B. 
1991-1993 



Fund Group 
Fund Name 
Selector 
Date 



1. Describe any changes in programs , usage, service patterns, or any other fetors that 
affect the resources needs for your unit. Include any future changes which ycu expect to 
occur. Please enumerate your responses so that you can refer to them by number in 
question 2. 



Note: This question is completed by liaisons for funds supporting 
multidisciplinary collections associated with particular units, 
e.g. microforms, newspapers, government publications, etc. 
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Note: This and subsequent pages are completed for all funds. 



Page 2 



Your base book budget (excluding any one-tima allocation* and other assistance) for 
1990-91 was $ . 



Your base new serials budget for the 1989-91 biennium, before cancellations, 
cessations, and transfers , was $ 



Your serial renewal budget (as of December 1990) was $ 



Your responses below should take into account the adequacy of this biennium' s 
budget, the changes listed in question 1, the effects of price increases, dollar value in 
foreign markets from which you buy most heavily, publishers' pricing policies, and your 
projected move of monographic series orders to the book budget from the serials renewal 
budget this biennium. Include amounts needed to cover computer files which cost less than 
$300, You may also wish to indicate a type or dollar amount of material you were not able 
to acquire. Do not include an inflation request. This will be handled centrally. 

a. What amount would be an adequate book budget next year for: Approvals and firm 

orders? $ ; Continuations? $ . (Use the dollar amount you 

have identified to date of monographic series transfers from the serial renewal 
budget during the current project.) Briefly justify your request and, where 
appropriate, kay increases/decreases to numbered changes in question 1. 



What would be an adequate budget for the biennium for new serials? $ 

Briefly justify your request and, where appropriate, key to numbered changes in 
question 1. 
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c. NB: The purpose of this optional question is to provide guidance to the K2G for 

future planning. Base your response upon your perceived needs of your collection, 
its publishing characteristics, and your users' needs. There is no Tight" answer. 

Using your 90/91 book, new serial, and serial renewal budgets (see 2. above), if you 
had complete freedom to move money between books and aerials, what dollar amount 
would you have had in books and in serials? 



COMMENTS; 



3. List and give cost estimates for any expensive materials auch as sets, back files, 
microform collections, computer files (e.g., CD-ROM, videodiscs) • hich you strongly feel 
need to be acquired and which will require funding beyond your regular allocation in the 
next two years. 
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4. As applicable, make any other comments you wish regarding this fund that will be 
helpful in understanding your collection's characteristics and needs. Examples: 

a) information on changes in your country or region's book market. 

b) information on average cost or inflation rate for the subjects /formats covered by your 
fund, citing source and year covered. (Do not include statistics from Library Journal , 
Publishers Weekly . Faxon or the approval plans.) 

c) list any subjects covered by this fund that may not be immediately apparent from the 
fund name. 

d) note significant use of your collection by any campus group(s) other than your 
primary, or expected, user group(s). 

•) information on book and serial budgets from librarians in othar institutions with 
comparable programs, number of faculty, students, etc. 



5) Record the amount and source of any outside funding you expect to receive in the 
next biennium. 



Er|c 121 



1991-93 SELECTORS SURVEY SUMMARY 

FUND GROUP 

(For the Book Budget, provide two separate figures: one to include firm orders and approvals , 
and the other , continuations-) 

RECOMMENDED FUNDING 1991-92 RECOMMENDED FUNDING 1991-93 

Annual Book Budget Biennial New Serials Budaet 

FUND SELECTOR FUND MANAGER SELECTOR FUND MANAGER 



COMMENTS : (Use rovers© aide if needed) 
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LIAISON SERVICES FOR 
LIBRARY USERS 




er|c 



ASSOCIATION OF RESEARCH LIBRARIES OFFICE OF MANAGEMENT SERVICES 
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COLLECTION DEVELOPMENT PROGRAM 

University at Stony Brook Libraries 
Fact Sheet 



Collection Management and Development, Wanda 
Dole, Assistant Director (W1508 Melville Library, 
632-7100). Development of the University Libraries 
collection is the responsibility of librarian subject 
selectors. Selectors serve as liaisons between the 
Libraries and University departments, programs, and 
schools. Selectors* names and assignments are 
printed on the back of this sheet. 

Selectors welcome faculty recommendations for new 
library materials. They initiate selections for the 
collections using their subject expertise, 
bibliographic skills, and knowledge of curricula and 
research activities. Selectors monitor collection 
development through review of approval plans, 
standing orders and requests for new periodical 
subscriptions. They adjust the scope or parameters of 
the collection to address changes in department or 
college instructional programs and to accommodate 
resource limitations. 

Selectors also review and recommend acceptance of 
gift collections and make preservation and 
replacement decisions about library materials in 
deteriorating conditions. 

The University Libraries add an average of 40,000 
volumes each year and the collection totals 
approximately 1.5 million cataloged volumes. The 
Libraries are also a selective depository for United 
States government publications. 

While the major focus of Collection Development is 
the acquisition of materials that support campus 
curricular and research needs, we also link our 
acquisitions program to other research libraries and 
consortia in order to broaden the scope of materials 
available to faculty through resource sharing and 
direct access agreements. 

Faculty may obtain materials on interlibrary loan 
from research libraries throughout the United States 
and Canada. For details on these shared resources 
programs, contact the Interlibrary Loan Office, 
E1332 Melville Library, 632-7117. 



General inquiries about the development of the 
library collections may be directed to Wanda Dole, 
Assistant Director, Collection Management and 
Development, W1508 Melville Library, 632-7100. 
Inquiries about other aspects of library services and 
administration may be referred to John B. Smith, 
Director of Libraries and Dean of Library Faculty, 
632-7100. 

Special Collections, Evert Volkersz, Department 
Head, E2320 Melville Library, 632-7119. Special 
Collections houses rare books and author and subject 
research collections; literary and historical 
manuscripts; special formats including broadsides 
and ephemera, maps, newspapers, and the 
University Archives, including printed materials and 
university records. Collections are available for use 
in the Special Collections Reading Room, E2320 
Melville Library, Monday through Friday by 
advance appointment. 

Major printed and manuscript collections include 
Long Island, Contemporary Letters and Literature, 
Book Arts, Political and Social Movement, 
Children's Books and Textbooks, the Jacob K. 
Javits, Environmental Defense Fund, and the 
William Butler Yeats Microfilmed Manuscript 
Collections, as well as collections on women's 
history and local politics. 

Preservation Program, Dianne Stalker, 
Preservation Librarian, C1667 Melville Library, 
632-7109. The Preservation Program was established 
in 1986 as part of a formal preservation program 
begun in 1984 with receipt of grant funds from the 
state legislature. The programs provide systematic 
review of library collections; cost effective repair, 
rebinding, replacement, reformatting or boxing of 
books that are in deteriorating condition; and staff 
and user education in the fundamentals of library 
preservation. 
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syiacuse uni ve1sity l i b i a i y 
Office of the University Librarian 



October 1990 



Dear Faculty Colleague: 

We are pleased to present this Faculty Guide to Syracuse University Library , prepared by 
the Library-University Relations Committee of the Syracuse University Library Assembly, to 
provide an overview of the Library collections, services and personnel. Intended to aid faculty 
in their interactions with the Library and to enhance communication among us, the Guide is an 
innovation during a time of transition for Syracuse University Library. We hope you will find it 
useful. 

Library staff welcome the opportunity to discuss their areas of responsibility and are happy 
to provide more detailed information about the resources and services described here. Please 
feel free to contact any of the staff listed in the appendix. 

We value your opinions and would be especially grateful for any comments or suggestions 
you may have regarding the usefulness of this Guide . We look forward to hearing from you. 

Yours sincerely, 

David H. Stam 
University Librarian 
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Faculty Guide to Syracuse University Library - Page 13 



Subject specialists on the Library staff work closely with faculty to develop 
collections that support research and teaching at the University. Many 
colleges, schools, and departments at the University designate faculty 
members as Library liaison officers. The University Senate Committee on 
the Library meets regularly with the University Librarian and other Library 
administrators to assist in Library policy formulation and to keep abreast 
of Library programs and activities. Both the Committee and the Library 
welcome suggestions and comment from faculty on Library collections and 
services. 

The Library's ability to acquire materials needed for the University's 
academic programs has been seriously affected in recent years by two 
long term trends: increases in the number of new journals and other 
materials being published, and drastic increases in the cost of journals and 
other materials. These trends, the result of inflationary pressures caused 
by broad national and international economic forces, are having a 
profound effect on the development of research library collections 
nationally, and at Syracuse. As a resuft, closer cooperation between the 
Library and faculty at the University, and ongoing rigor in the criteria for 
selection of Library materials are required. Academic libraries, including 
ours, are making increasing use of resource sharing through consortial and 
other agreements. Three major resources available to Syracuse University 
faculty follow. 
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Page 20 - Faculty Guide to Syracuse University Library 
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The Library offers a variety of library instruction and orientation 
programs to help students learn to use library resources effectively. 
Programs are arranged through the Instructional Services Coordinator or 
with the appropriate subject specialist. 



Faculty members are invited to request library instruction for their 
classes. Presentations can cover any library resources desired, 
including reference tools, online resources, or research strategies 
appropriate to a particular subject, course, or assignment. 

Members of the library staff welcome the opportunity to work with 
faculty members and teaching assistants in developing library-use 
components for courses. These can be designed to integrate 
instruction and practice in using library skills with the subject matter of 
the course. 

Please make all requests at least one week in advance to permit 
scheduling and the preparation of instructional materials. 

Library staff work closely with faculty on assignments that require 
extensive use of library materials. It is essential for faculty who are 
giving such an assignmen? to communicate with the Instructional 
Services Coordinator in advance, especially if the assignment requires 
the use of reference materials. It is especially helpful to provide library 
staff with a copy of the assignment in advance. 

General orientation sessions are offered at the beginning of the fall and 
spring semesters. The schedule is printed in The Syracuse Record and 
is available in Bird and the Science and Technology Library. If an entire 
class plans to attend a scheduled session, please notify the Instructional 
Services Coordinator in advance. 

Self-guided audiocassette tours of Bird Library are available at the 
Privileges Desk, 1st floor, Waverly entrance. 
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From: University of Washington Libraries Faculty Handbook - Draft, September 1992 



divisions and sections. See LIBRARY 
DIRECTORY for specific addresses and 
telephone numbers. 

BUILDING THE COLLECTIONS 

Holdings in the campus library system now exceed 5 
miHion cataloged volumes with an equal number of 
microform materials, placing this collection among 
the fifteen largest American research libraries. 
Qualitatively, several subject collections are 
considered among the best in the country: 
Fisheries, Oceanography, Slavic and East European 
Studies, Forest Resources, East Asian Studies, and 
Engineering. 

SELECTION 

□ Faculty involvement in collection development 
may occur on several levels: through the library 
subject selector, the faculty liaison, the fund group 
manager, the collection development librarian, the 
associate director for library collections, or the 
Libraries suggestion boxes. Ail faculty members are 
encouraged to make purchase suggestions to the 
subject selector and to work with the selector on any 
other service-related issues. 

Consultation with the appropriate library selector 
(subject specialist) is the most direct approach. . A 
list of selectors, organized by subject, is in the 
back pocket of this publication. Office telephone 
and e-mail numbers are given. Selectors usually 
contact all new faculty within their subject areas and 
aim to provide any faculty member with information 
tailored to their particular concerns. 
Responsibilities of selectors include management of 
book and serial funds, reviews of existing holdings 
and implementation of the written policies that 
describe each subject collection. Selectors revise 
these policies as academic programs change. 
Selectors provide faculty with information about the 
collections, significant budget changes affecting 
acquisitions, and relevant library policies, including 
procedures pertaining to the relocation of materials 
and the purchasing of duplicate copies for the library 
collection. 

□ A faculty liaison (known as a collection 
development advisor in Health Sciences) or library 
committee is also appointed by every academic 
department to facilitate communication between the 



library and the department. The faculty liaison or 
designated library committee member informs the 
library selector of the current curricular and research 
Deeds of the department. The liaison should also 
notify the selector of pending changes in faculty and 
curricula, so that the Libraries can prepare for 
possible redirection in collection focus. In turn, the 
selector may ask the liaison to take information back 
to the department concerning book and serial 
budgets, policy changes and new services, or ask to 
address faculty at a departmental meeting. 

Faculty liaisons should ensure that new faculty are 
aware of all services available to them and their 
students. These services, including bibliographic 
instruction and library reserve services, are 
described in detail in the Library Services section 
of this handbook. Finally, the liaison may represent 
the faculty in discussions with the library staff on 
broader issues of collection development and 
reference services. 

□ Selection of Materials 

• Acquisition process: The Libraries buys 
materials in all formats - books, journals, 
newspapers, microform, sound and video 
recordings, photographs, maps, printed music, 
and computer-based files, including CD-ROMs, 
data files, and locally-mounted electronic 
databases. 

Materials come into the Libraries in several ways: 
(i) On order- A selector places an order for a 
specific item; (2) On approval— Materials are sent 
to the Libraries by book distributors for review by 
selectors; (3) On deposit-Publications are 
automatically received from the governments of the 
United States, Canada, Alaska and Washington 
state, as well as the European Communities and the 
United Nations; (4) On exchange-Scholarly 
materials that are not available from any other 
source are received in exchange for publications 
needed by other institutions; (5) Blanket order- 
Library of Congress field offices and foreign book 
dealers send materials that fall within established 
parameters (similar to approval plans but primarily 
used for acquisition of foreign materials); and (6) 
As a gift— Gift materials that support the collection 
development guidelines. 
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• Subject specialists: The responsibility for 
developing and managing the Libraries' 
collections rests with over sixty subject 
specialists or selectors who represent the library 
collection interests of the academic departments. 
The fond groups work cooperatively on major 
purchases and track academic issues of common 
interest. 

In each subject area, specific collection 
development policies have been established to 
jrude the selection of materials. Each selector 
has discrete budget lines for monographs and 
lerials. The size of an individual budget is the 
'result of the established level at which a subject 
Is collected, past expenditure history, growth or 
Induction of the size of the academic department, 



and other factors. Every budget line is reviewed 
each biennium and selectors provide a detailed 
survey of the status of the program or collection 
focus, expected changes and projections of 
expenditures. 

Requests and concerns of each fund group are 
represented by the fund group manager on the 
Collection Development and Management 
Council. The Council meets monthly to discuss 
policy, to review requests for costly materials 
requiring supplemental funding, and to review 
campus programmatic changes as well as 
national developments in higher education as 
they relate to libraries in order to build a 
collection that is responsive to the research and 
teaching needs of the faculty, students, and staff. 



FUND GROUPS 





ARTS 

tecture-Urban Planning 



dc listening Center 



TH SCIENCES 
i Sciences 
Sherwood 
;Work 




INTERNATIONAL STUDIES 

Africa 
Canada 
East Asia 

International Studies 
Near East 
Scandinavia 

Slavic and Eastern Europe 
South Asia 
Southeast Asia 

NATURAL SCIENCES AND 
RESOURCES 

Fisheries-Oceanography 
Forest Resources 
Friday Harbor 
Maps 

Natural Sciences 
Psychology 

PHYSICAL SCIENCES AND 
TECHNOLOGY 

Chemistry 
Computer Science 
Engineering 
Mathematics 
Physics-Astronomy 
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SOCIAL SCIENCES 

American Ethnic Studies 

Anthropology 

Business 

Communications 

Curriculum 

Economics 

Education 

Geography 

History 

Librarianship 

Political Science 

General Social Sciences 

Sociology 

Women Studies 

SPECIAL COLLECTIONS 
Book Arts 
Pacific Northwest 
Photographs and Graphics 
Special Collections 
Manuscripts and University 
Archives 

SUZZALLO PUBLIC 
SERVICES 

Government Publications 
Microforms & Newspapers 
Periodicals 
Reference 



EMC 
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LIBRARY-DEPARTMENTAL 
LIAISON PROGRAM 



HSLIC FACTSHEET #6 



Health Sciences Library and Information Center 

University of Washington, SB-55, Seattle, WA 98195 (206) 543-5530 

The purpose of the Library-Departmental Liaison Program is to promote stronger ties and good communication 
between the Health Sciences Library and Information Center (HSLIC) and the departments and programs within the Health 
Sciences Center. Librarians can visit your department to share current information regarding HSLIC programs, resources, and 
services or are happy to discuss your needs by phone. Faculty are invited to contact liaisons about HSUCs collections and 
services, existing resources in your field, procedures for requesting materials to be acquired for the collection, and to support 
your teaching, clinical and research needs. For further information about the Library-Departmental Liaison Program, contact 
your library liaison (see reverse for phone numbers and e-mail addresses). 



PROGRAM 
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Alcohol and Drug Abuse Institute 

Child Development and Mental Retardation Center 

Dentistry, School of 

Continuing Dental Education 

Dental Hygiene 

Dental Public Health Sciences 

Endodontics 

Hospital Dentistry 

Oral and Maxillofacial Surgery 

Oral Biology 

Oral Medicine 

Orthodontics 

Pediatric Dentistry 

Periodontics 

Prosthodontics 

Restorative Dentistry 

Hall Health Center 

Harborview Medical Center 

Health Sciences Center for Educational Resources 

Medicine, School of 

AHEC Program 

Allergy and Infectious Diseases 

Anesthesiology 

Biochemistry 

Biocngineering 

Biological Structure 

Cardiology 

Cardiovascular Research & Training Center 

Clinical Pharmacology 

Clinical Scholars Program 

Comparative Medicine 

Continuing Medical Education 

Dermatology 

Family Medicine 

Gastroenterology 

General Internal Medicine 

Gerontology and Geriatric Medicine 

Hematology 

Immunology 1 3 0 

Laboratory Medicine 



LIAISON 



Lou Pray 

Janet Serin all 

Lou Pray/Janet Schnall 
(liaisons to all programs) 
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Sherry Dodson 
Ellen Howard 
Philip Amy 

Lou Pray/Elaine Martin 
Ellen Howard 
Lorraine Raymond 
Terry Ann Jankowski 
Terry Ann Jankowski 
Philip Amy 
Sherry Dodson 
Sherry Dodson 
Sherry Dodson 
Janet Schnall 
Colleen Weum 
Philip Amy 
Carolyn Weaver 
Debbie Ketchell 
Elaine Martin 
Sherry Dodson 
Lou Pray 
Sherry Dodson 
Carolyn Weaver 
Debbie Ketchell 



University of Waterloo 



GUIDELINES FOR DEPARTMENTAL LIBRARY REPRESENTATIVES 



All academic departments have departmental library representatives appointed by the 
department chairman to act in liaison with the librarian assigned to that department to 
facilitate communication between the department and the Library, to assist with 
collections development work, and to participate in the preparation of the annual 
Acquisitions Budget request 



To facilitate communication, the departmental library representative: 

informs the Library of departmental activities, particularly as they arise 
from proposed new courses or programmes of study, or developing areas 
of research interest, which require Library collections support 

informs colleagues of library resources, services, policies, and matters of 
current interest, and ensures that colleagues are aware of and promote 
Library orientation and instruction programmes 

circulates to colleagues the Serials Cancellation Bulletin, Library 
Newsletter, and other communications from the Library 

serves as required as an ex-officio member of one of the library councils - 
the Arts Faculty Library Committee or the Davis Centre Library Group - 
and in this capacity advises the Library at need on a wide range of matters, 
including, in particular, any departmental concerns regarding the Library 

With regard to collections development, the departmental library representative: 

becomes familiar with the department's Collection Development Policy; 
the library's selection, acquisition, and weeding procedures; and, in 
general, with the strengths and weaknesses of the Library's collections 

assists the liaison librarian for the department with long range planning of 
collection development 

advises the liaison librarian, and when necessary canvasses colleagues, on 
proposed major purchases or specialized materials 

forwards to the liaison librarian requests from colleagues and advises 
about priorities for purchasing 

informs colleagues of new acquisitions and subscriptions 

provides information about assessments, such as those for OCGS, which 
include library collections and programs 
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With regard to the Acquisitions Budget, the departmental library representative: 



assists the liaison librarian in drafting the annual Acquisitions Budget 
request to ensure that the budget request accurately reflects the amount 
required to support the department's research, and informs the department 
chairman of the justifications for the budget request and seeks his support 

monitors the commitment and expenditure of the Acquisitions Budget 
over the course of the year 



In all these respects the departmental library representative acts on behalf of his/her 
colleagues and department, and should consult widely and report fully on all library 
matters so that all of a department's academic requirements are fully served 

November 1989 
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Wayne State University 



FACULTY LIAISON UPDATE 



The Libraries want to hear from you about library services. As part of the Faculty Liaison program, each 
department has a librarian assigned to it (see below). Please send suggestions to your liaison librarian or to 
the head of the library unit. We are eager to hear your ideas on how we can improve library service. We also 
wish to make use of your subject expertise regarding new books, journals, media, and other library materials. 

DEPARTMENT LIBRARIAN DEPARTMENT LIBRARIAN 



Adult & Continuing Education 

Afrtcana Studies 

Anatomy /Cell Biology 

Anesthesiology 

Anthropology 

Art A Art History 

Audio logy 

Bibliography 

Bilingual Blcultural Education 
Biochemistry 
Biological Sciences 
Business Administration 
Center for Molecular Biology 

Center for Urban Studies 
Chemistry 
Chicano Studies 
Children's Literature 
College of Pharmacy and 

Allied Health Professionals 
College of Lifelong Learning 
Community Medicine 
Computer Science 
Criminal Justice 
Dermatology 
Dance 

Developmental Disabilities 

Economics 

Education 

Engineering 

English 

Family Medicine 

Film Studies 

Fine and Performing Arts 

French 

Geography/Urban Planning 

Ceo logy 

German 

Gerontology 

Government Documents 

Greek and Latin 

Health A Physical Education 

History 

Humanities 

Industrial Education 

Industrial Relations 
Immunology A Microbiology 
Institute for Chemical Toxicology 

Instructional Technology 

Internal Medicine 

Italian 

Journalism 



OV1 



G. Sniderman — PKL 
K. Bacsanyi — PKL 
D. Tucker — PKL 
N. King — SML 
L. Spang — SML 
K. Bacsanyi — PKL 
W. Hulskcr — PKL 
L. Spang — SML 
D. Breneau — PKL 
G. Sniderman — PKL 
N. King — SML 
N. Wllmes — SEL 

C. Chamncss — PKL 
L. Sutton — SEL 

N. King — SML 

S. Lawler — PKL 

L. Mendelsohn — SEL 

D. Tucker — PKL 

G. Sniderman — PKL 
N. King — SML 

D. Callaway — PKL 
L. Spang — SML 
N. Wllmes — SEL 
D. Callaway — PKL 
L. Spang — SML 
G. Sniderman — PKL 
D. Callaway — PKL 

C. Chamnesa — PKL 
G. Sniderman — PKL 
J. Ruflher — SEL 

D. Breneau — PKL 
J. Coffey — SML 
D. Tucker — PKL 
W. Hulsker — PKL 
R. Hollcy — PKL 
S. Lawler — PKL 

L. Mendelsohn — SEL 
G. Sniderman — PKL 
S. Lawler — PKL 
S. Lawler— PKL 
K. L. Kaul — NLL 
R. Holley — PKL 
G. Sniderman — PKL 
B. Crook — PKL 
D. Breneau — PKL 
ft Bacsanyi — PKL 
G. Sniderman — PKL 
S. Ellison — PKL 
N. King — SML 
L. Sutton — SEL 
N. King — SML 
K. Bacsanyi — PKL 
G. Sniderman — PKL 
N. King — SML 
R Holley — PKL 
D. Tucker— PKL 
ft L. Kaul — NLL 



Labor Studies Program 
Law 

Library Science 

Linguistics 

MjU.R 

Mathematics 

Media Selections 

Medical School (General) 

Medical Technology 

Molecular Biology and Genetics 

Mortuary Science 

Music 

Near Eastern Languages 

Neurology 

Neurosurgery 

Newspapers 

Nurse Anesthesia 

Nursing 

Nu^tion and Food Science 

Obstetrics & Gynecology 

Occupational A Environmental Health 

Occupational Therapy 

Ophthalmology 

O.thopedlc Surgery 

Otolaryngology 

Pathology 

Pediatrics 

Pharmaceutical Sciences 
Pharmacology 
Pharmacy Practice 
Philosophy 

Physical Medicine & Rehabilitation 

Physical Therapy 

Physics 

Physiology 

Polish 

Political Science 

Psychiatry 

Psychology 

Radiation Oncology 

Radiation Technology 

Radiation Therapy 

Radiology 

Religion 

Russian 

Social Work 

Sociology 

Spanish 

Speech 

Surgery 

Theatre 

University Studies/Weekend College 

Urban. Labor A Metropolitan Aflairs 
Urology 

Vocational Studies 
Women's Studies 



S. Ellison — PKL 
G. Clark — NLL 
ft Bacsanyi — PKL 
D. Breneau — PKL 
S. Ellison — PKL 
N. Wllmes — SEL 
S. Ellison — PKL 
N. King — SML 
L. Spang — SML 
N. King — SML 
L. Spang — SML 
W. Hulsker — PKL 
D. Tucker — PKL 
J. Coffey — SML 
J. Coffey — SML 
R Flint — PKL 
L. Spang — SML 
L. Sutton — SEL 
N. King — SML 
L. Mendelsohn — SEL 
J. Coffey — SML 
L. Spang — SML 
L. Spang — SML 
J. Coffey — SML 
J. Coffey — SML 
J. Coffey — SML 
N. King — SML 
J. Coffey — SML 
N. King — SML 
N. King — SML 
N. King — SML 
G. Sniderman — PKL 
L. Spang — SML 
L. Spang — SML 
J. Ruflher — SEL 
N. King — SML 
V. Kajlik — PKL 
K. Bacsanyi — PKL 
J. Coffey — SML 
K. Bacsanyi — PKL 
J. Coffey — SML 
L. Spang — SML 
L. Spang — SML 
N. King — SML 
D. Breneau — PKL 
V. Kajlik — PKL 
S. Lawler — PKL 
D. Callaway — PKL 
W. Hulsker — PKL 
D. Tucker — PKL 
J. Coffey — SML 
W. Hulsker — PKL 
B. Lessln — TS 
D. Callaway — PKL 
S. Lawler — PKL 
J. Coffey — SML 
G. Sniderman — PKL 
B. Heath — PKL 



f1 qf ^urty/Kiefie Library; SEL = Science & Engineering Library, SML = Shiftman Medical Library; NLL Ncef Law Library; TS = Technical Service* 
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UNIVERSITY OF NEW MEXICO GENERAL LIBRARY 
COLLECTION DEVELOPMENT DEPARTMENT 



Training checklist for new selectors 



This checklist is from a coordinator's point of view. It does 
lot incite formal orientations with the director of Collection 
Development, heads of Acquisitions, Serials, etc. 



ORGANIZATIONAL ISSUES 



1. Function of Coordinators group re CD policy, serial orders 
and cancellations, communication 

2 Describe CD structure of clusters 

3 Coordinator's responsibilities re selectors: training, 

advice, assistance, performance evaluation in the context of 
negotiated goal setting, monthly reporting of significant 
activities, back-up during selector's absence 
4. Determine percentage of time to be spent on CD, in 

consultation with selector's department head ar.d the 
coordinator/CD head 



DUTIES 

Go over Collection Development Selectors Responsibilities 
statement i n CD Selectors' Manual. The following categories are 
based on that statement. 



LIAISON 



1 . 
2. 

3. 



4. 

5, 



Arrange introduction to faculty department liaison 

Outline selector's liaison functions 

ne c Cr ibe how department/discipline fits into 
conegp/university structure. Relationship with other 
S«nartments colleges, local and state agencies. 

DelcMbe how'depi. uses General Library and other campus 

sli b a?tlched -subject discipline profile prepared by Sandra 
Coleman and the attached checklist by Catherine Pasterczyk 



ERIC 



CONSULTATION 



£ZXUu>7. , S&ofi?£7cE& fo? Southwest Research, Govt. 
Publications, Reference, etc. 
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2. Shared decision-making and information sharing, distribution 

of blurbs and approval forms to the most appropriate 
selector, etc. 

3. Interdisciplinary areas affect location decisions, purchase 

of multiple copies, negotiation for unique and expensive 
titles. 

ANALYSIS AND EVALUATION OF COLLECTIONS 

1. Short term: to acquaint oneself with the collection 

2. Long term, ongoing: to prepare formal reports for 

accreditation reviews and for University program development 
and curriculum revision. Forms B and C. To conduct use 
studies and other self-evaluations for budget allocation and 
other Library management purposes. 

3. Written CD policies: Zimmerman Reference, Latin American 

juvenile literature, etc. 



SELECTION 

1 Firm orders — monographs, journal backorders, replacements 
Priority for faculty and student requests. 

— ser i al s/ cont i nuati ons ( subs/stos ) . Def i ni tions . 
Order one; cancel two limit 

2. Approval plans — BNA, profile, microfiche for coverage and 

treatment; need to monitor 
— BHB forms 
— LBO plans 
— Fine Arts plans 

3. Gifts — evaluating receipts, selection criteria. Soliciting 

faculty gifts 

4. Depository collections — U.S. Docs, N.M. state, ERIC, NASA, 

etc. 



COLLECTION MANAGEMENT 

1. Weeding — ongoing or special projects. Consultation if 

appropr i ate 

2. Cancellation of serials. Consultation with department, other 

selectors. Treatment decision for existing volumes. 

3. Binding decisions for new serial titles, damaged materials, 

other items in-process 

4. Location decisions for materials to be transferred or in- 

process 

5. Cataloging decisions for materials in-process or being 

recataloged. I.e., Classed Sep vs. classed together- 
analyzed, etc. 

6. Preservation decisions. Photocopy, microfilming, binding, 

etc. , 

7. Special projects such as prioritizing backlogs, consulting 

with other selectors on transfer of blocs of material, 
remote storage, etc. 




WEEKLY REVIEW OF INCOMING MATERIALS 



1. Firm orders. Location change? Bi ndi ng needed? 

2. Standing orders. Location and fund decision 

3. Approval form selections. Location change? Binding needed? 

4. Approval book hits. Location and fund decision, or 

re ject i on . Consu 1 tat i on needed? 

5. Gifts: Location and fund decision or rejection to Friends 

booksale, trash, or other libraries 

6. Action Review. Variety of decisions requested by staff who 

encounter specific problems with materials in-process. 
Location, fund, or treatment decisions requested. 

7. N.M. State Documents Depository. Location and fund decision 

8. Notify coordinator when planning to be absent so that reviews 

can be done for approval plan material. 



EXPEND/MONITOR BUDGET ALLOCATION 

1. Fiscal year deadlines for encumbrances 

2. Innovacq reports — Weekly Fund Activity Report of individual 

encumbrances and expend i tu res 
— Monthly Accounting Report for summaries and 
— percentages of encumbrances and 

expendi tures 
— Special customized reports on request 

3. Fund adjustments and transfers. Balancing among funds or 

within the cluster 

4. Need to keep informal track of orders in-process but not 

yet encumbered. 



REVIEW SELECTION TOOLS 

1. Describe appropriate tools for area/discipline 

2. Routing of blurbs, catalogs, exchange lists 

3. Suggestion box requests 

4. Interlibrary Loan notifications of journals requested 5 times 

for latest 5 years. ILL individual requests on 3 month 
delay basis . 

5. Patron search requests for missing items reported to Access 

Servi ces 

6. Reserve requests from faculty 

7. Notice of withdrawn titles 



INTERNAL SYSTEMS AND TOOLS 

Innopac/Innovacq. searching techniques, repor 

OCLC 
LIBROS 
LS/2 
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1 . 
2. 
3. 
4. 




5. Serials Title List 

6. Card Catalogs 

7. BNA microfiche 

8. Faxon serials directory 

9. Acquisitions Department file of publishers catalogs 

10. Serials Department decision file (partially on Innovacq) 
1 1 . Shelf 1 ist 

12. Withdrawn file 

POL I CI ES/ PROCEDURES 

1. CD Selectors' Manual 

2. Official Bulletin for minutes of Coordinators meetings 



meh/lkl 
November 1991 

a: training 



SUBJECT DISCIPLINES 
Background information Desired 

The Department at U.N.M. 

Program areas within the dept. 
Number of faculty - new/old 
Dept. chair 

Faculty research interests 
Record of publications 
Graduate recruitment brochure 
U-terature searches 

Number of graduate students - number of degrees 

Curriculum offered 

Changes in last few years 
Degree requirements 

Required readings 

Course reserves 

Characteristics of the literature 

General characteristics - formats 

Names in the field - major themes in discipline 

Major pub I ishers 

Review journals 

Other review sources 

Major indexes and data bases 

Major journals 

Reference tools 

Professional societies 
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UNIVERSITY OF WASHINGTON LIBRARIES 
Operations Manual 
Policies. Guidelines and Procedures 



Vol. IV 

Section C, No. 19 
June 1988 



Fund Manager/Representative Resp onsibility for Training New Selectors 

Definition 

A "new" selector is any person who assumes responsibility for collection 

f ^un2 P ^L a fl mana9em ? nt J n a subject or no "-subject collection and is part of 
aJ^L T* A new " ector may be new to the system, new to collection 
development responsibil ity, or new to the collection in question. 

Pol icy 

lLl\ th r! res P° n J ibi1i ty.of the Fund Group Manager or Representative to insure 
KlM • W ^ e1eC !?- r ^ e ] ves the appropriate level of training covering the 
topics in the outline below in order for him/her to carry out collection 
development and management activities and to understand his/her role 
individually and in relation to the collection development program. While a new 

se ec£or r fll ttPV,? " mUCh ° f ? he activities by a former 

nlltll I. K £ 0l ! eC ^° n ' 0Vera11 ^ordination for training a new Fund Group 

h! Fund r S nS WUh o the Fund Manager or Representative. Following tra ning the 
by Fund Manager or Representative, new selectors will attend an orientat on 

Ass^stant^Di'rector of / ? h de Y el °P~?J and ^grm give! I bj the 

rllLl!* • °:r ecto r °f L brari «, Collection Development and Management. Topics 
o? Z rllr ? ° r l e ; t f? 10 ?. are P hi1os °P h y. organization and structure, fun?? on 
Program events C ° lleCtl0n Development and Management Office, and major 

t 

Outline of Topics to Be Covered 
jwlJllL!^" 3 "?V selector ' s level of experience, Fund Managers and 

Scheie r a r er the following topics - Normai1 *' trainin s wii1 «>• 

scneauiea in more than one session. 
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Vol. IV 

Sect. C, No. 19 
Fund Manager/Repre- 
sentative Respcnsibil it* 
for Training New Select 
Page 2 



Selection of materials. 

A. The collection development policy statement 

1. read and become thoroughly familiar with contents. 

2. revise/update 

3. faculty consultation 

4. levels definitions 

5. coordination with other policies 

6. other 

B. Becoming familiar with new selection responsibility 

1. background reading in encyclopedias, handbooks, textbooks 

2. standard and specialized tools 

3. learning about constituency needs, e.g., questionnaires, 
General Catalog , ILB notifications 

4. becoming familiar with existing collection 

5. learning about other collections with related material 

6. professional organizations relevant to subject selection 

7. other 

C. Various ways in which material comes into the Libraries 

1. approval plans, firm orders, serial orders 

2. gifts 

3. exchanges 

4. deposits 

5. other 

0. Cooperative collection development, e.g., CRL, ICCL, the Law 
Library 

Budget management 

A. Financial sketch of immediate past, present, upcoming biennium, 
depending upon training date; how biennial budgeting works. 

B. How budget is allocated 

C. Selector surveys 

0. How to read the library materials budget statement 

E. Targets and other tips on budget management 

F. Other 

Collection management 

A. Binding 

B. Weeding 

C. Storage 
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D. 


Rel ocation 




E. 


Deselection 




F. 


Replacement 




G. 


Dupl ication 




H. 


Lib. 17 files 




I. 


Geac and the selector 




J. 


Collection evaluation 


- to whom to turn for help 


K. 


Bibliographic tools - 


including electronic, e.g., OCLC, online 




cat, BIP PLUS, Ul rich 


s Plus 


L. 


Other 





4. Council and Fund Groups 



A. Council 

B. Relationship of Fund Groups to Council 

C. Characteristics of this Fund Group compared to others 
0. Responsibilities of Fund Manager vis a vis the selector 

1. budget monitoring 

2. countersigning, e.g., serials, monographs, desiderata 

3. in systemwide program implementation 

4. other 

E. Role of selector within the Fund Group 

F. Other 



5. Faculty liaison (supervisors are involved as appropriate) 

A. Name of official liaison; Fund Manager notifies faculty 
1 iaison in writing 

B. Methods of establishing/maintaining/improving 

C. Meeting existing faculty 

0. Getting to know new faculty 

E. Surveying faculty by questionnaire 

F. The importance of monitoring and reporting program development/ 
de-emphasi s 

G. Getting on the mailing list for department newsletter and other 
information 

H. University Archives 

1. Other 



6. Selector evaluation 



A. Line supervisor (if not same as Fund Manager keep this person 
informed about collection development activities) 

B. Input from Fund Manager 

C. Input from Assistant Director, CD&M 

D. Other 



7. Orientation sessions 




Standard 

1. Head, Acquisitions Division 
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2. Serials Acquisitions Librarian 

3. Head, Special Collections and Preservation Division 

4. Assistant Director, Collection Development and Management 
B. Optional 

1. as determined by Fund Manager, e.g., Reference., Gov Pubs, 
OUGL - as appropriate 

2. other 

The selector and the academic community (supervisors are involved as 
appropriate) 

A. Interpreting Libraries 1 policies 

B. Explaining the budget 

C. Assisting users 

D. Others 

Conferral 

A. General 

B. Special cases 

1 . OUGL 

2. Area Studies 

3. Government Publications 

4. Special Collections 

5. other 

Documentation 

A. Essential reading 

1. Operations Manual , Volume IV 

2. selected documents in Acquisitions Division Manual 

3. Center for Research Libraries Handbook , Focus 

4. General Catalog 

5. Curriculum Report 

6. departmental newsletter, if available 

7. other 

B. Packet of forms and other documentation to be given by Fund 
Manager or Representative 

1. position papers 

2. levels description from Guidelines for Collection 
Development 

3. CRL booklet: Research Materials available or other CRL 
handouts 

4. LC Classification Outline 

5. introductory material to National Shelflist Count 

6. Report of Gift Card (Lib. 73) 
Serials Evaluation form (Lib. 17) 
Serials Fund Change Request (M-76) 
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Collection Development Query (M-38) 
Order Notification Form (M-37) 
Order Request Card (Lib. 239) 

Desiderata List Database Reporting Form (Lib, 128) 

Relocation Request (Lib. 124) 

Limited Retention of Serials (Lib. 18) 

Order form (Lib. 20) 

other 
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GENERAL LIBRARY, UNIVERSITY OF CAIIFOKNIA, BERKELEY 
CEUECTION DEVELOPMENT AND MANAGEMENT PROCESSES: 
A FRAMEWORK FOR ASSESSMENT 
Prepared by the Collection Development Heads 



INTRODUCTION 

It has been stated that the selection of library materials is, in part, a 
"private, cognitive activity."* The privacy is inherent in each selectors 
uniqueness within an organization- Ordinarily the person charged with responsi- 
bility for development of collections in a subject, language, or geographic area 
is the library's resident expert in that field; he or she knows more about it 
than any colleague in the library (and perhaps more about the range of publishing 
in the field than any faculty colleague). Nonetheless, collection specialists 
and managers need ways to assess the effectiveness of an individual's work and 
the appropriateness of the collections being developed and managed. Expertise 
cannot operate in a vacuum, but mast be related to the goals of the library and 
the university, and to the limits and constraints the institution faces. 

The cornerstone of the individual librarian's selection policies must be the 
Collection Development Policy Statement of the General Library, a document which 
relates the Library's collecting goals to the academic programs of the caitpus. 
■Ihis policy was published in January 1980, and will soon undergo revision. The 
process of revision will be a Library-wide project in which all selectors will be 
asked to participate, reviewing policies in relation to their cwn areas of 
responsibility. Each specialist will also be asked to prepare a supplementary 
statement elaborating on unit-, area-, or discipline-spacific requirements. 
These statements will be combined with the unit's data extracted fron the revised 
CDPS to form tailored collection development policies for each unit or area of 
collecting responsibility. 

While a systematic, structured evaluation of collections may be the best measure 
of the success of the Library's collection development program, such evaluation 
is so costly that it can ordinarily be undertaken only for selected areas. Other 
approaches are needed for regular assessment and iirprovement of collection 
activities. This paper attempts to fonrulate questions which can: 

1) assist collection specialists to monitor and evaluate their cwn 
performance; 

2) help supervisors clarify their understanding of each specialist's work, 
and thereby inprove performance evaluation. 

The questions admit of a variety of acceptable answers, and the answers will 
certainly vary with the specialists' responsibilities and personal strengths. 
However, all of the questions represent important elements of the collection 
development and management process, and reflect concerns which should stimulate a 
continuing dialogue between specialists and their supervisors. 



* Atkinson, Ross. "The Citation as Intertext: Toward a Theory of the 
Selection Process." Library Resources and Technical Services , 28, no. 2:109-19. 
(Ap-Je 1984) . 



O 147 



ERLC 



10/31/86 

152 



CPIXjECITON management and development rrorre^: 



A FRAMEWORK FOR ASSESSMENT AT UCB 



I. The selection process: 

A. Scope of selection 

1. Who are the collection's primary users? How many faculty, 
graduate students? Fran what departments? What other on- and 
of f -campus demands does the collection serve? 

2. Is the selector aware of developments and changes in the disci- 
plines served? Are the research methods and strategies of the 
disciplines understood? Hew is cxxitinuing awareness of research 
directions maintained? 

3. Hew is the Library's Collection Development Policy Statement used? 
Are there any other written statements of collecting policy for 
the particular areas of the collections? 

4. How does the selector identify collection needs and conraunicate 
them for consideration in the Library's policy and budget plan- 
ning? 

B. Methods of selection 

1. Current collecting: 

a. What are the essential selection tools which roust be con- 
sulted regularly for development of the collections of 
current monographic imprints in the selector's field? of 
serials? of nonprint materials? 

b. Which additional sources should be consulted periodically for 
expanded knowledge of the disciplines served, critical 
evaluations of current literature, understanding of develop- 
ing trends, etc.? Are these regularly reviewed? 

c. How is the iitpact of new technology on the discipline (s) 
monitored? Hew are machine readable data files, online 
indexes, electronic journals, etc. , identified and assessed? 

d. What other sources of information are used in selection? How 
are users' recommendations ocrtiiunicated? Are they solicited? 
Are any formal mechanisms enployed? 

e. Are approval plans used? Blanket orders? What systems have 
been devised for monitoring them? Are there other areas for 
which approval plans should be considered? 
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f . How does the collection specialist interact with Acquisition 
Department staff, and also with Serials and Government 
Documents Departments, to determine the best method of 
accquisition for materials (e.g. , when to use exchange, when 
to place a standing order for materials dispersed among 
units, etc.) 

2. Retrospective collecting: 

a. How are collection lacks identified? Analysis of new program 
needs? Missing reports? User ccnplaints? Other? 

b. Have any planned programs for systematic retrospective 
collection building been undertaken? Are these for core 
collections? Special collections? 

c. Have any programs of retrospective collection development 
been planned contingent on funding? 

Monitoring selection: 

1. How does the selector routinely monitor his/her cwn success in 
collection development — i.e., the adequacy of current collecting 
for Berkeley program needs? (User feedback? Use statistics? 
Comparison with accession lists of other libraries? Consultation 
with colleagues at other libraries? Spot checks of KLIN, OCLC, or 
other current lists? Other?) 

2. Have any formal evaluations of areas of the collections (e.g., 
checking of standard bibliographies, shelflist counts, written 
evaluations by faculty or other experts, etc.) been undertaken? 

Have areas in particular need of evaluation been identified? Are 
any systematic evaluation projects planned for the next two years? 
What method of analysis (checking bibliographies, engaging expert 
consultant, etc.) is planned? What, if any, additional support is 
needed for projected evaluation studies? 

3* What means, formal and informal, are used to solicit advice from 
users regarding the collections? To inform them about the 
collections? 

4 . What means are used to determine adequacy of collections to 
support new or changing programs and research in the discipline? 

Inter library cooperation 

1. What formal cooperative reliances have been developed for the 
particular areas of the collection? Haw is the cooperative 
agreement implemented? 

2. Have informal cooperative reliances been worked cut with selectors 
in neighboring institutions? Hew are these inplenvented? 

: 10/31/86 
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3. What level of cxxiinunication is maintained with peer collection 
specialists at Stanford? The other UC caitpuses? Other RIG 
libraries? Other relevant collections? 



II. Collection management: 

A. Preservation 

1. Has any systematic preservation review of any or all of the 
collection been undertaken? 

2. Have areas of the collection which are in special need of system- 
atic preservation review been identified? What support does the 
unit or selector need to work with the Conservation Department in 
such a review? 

3. In vhat ways does the selector interact with the Conservation 
Department? Is this interaction regular and continuing, or 
occasional? 

B. Deselection 

1. Is there a continuing or periodically repeated program of review 
for storage or withdrawal or discard? What criteria are applied 
in this decision-making? Who decides? 

2. Has consideration been given to the possibilities for replacement 
of print materials with microform or other compact storage medium? 

C. Analysis of collection management data 

1. Is vise made of circulation statistics and other collection vise 
data? 

2. What other collection management data is gathered and analyzed 
(e.g., grcwth by class, TLB requests, etc.)? 

D. Fiscal concerns 

1. Budgetary management 

a. How are budgetary needs determined? How are they documented 
in annual budget requests? 

b. Are expenditures on monograph funds regular throughout the 
budget year? 

c. In times of tight budgets, are purchases prioritized, and 
desiderata lists maintained? 
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d. Are expenditures kept within budget allocations? Have fund 
ovei ^ges or shortfalls been regularly experienced? To what 
is this attributable? Are budgetary overages or shortfalls 
ccxnmunicated p r ciip t ly to the department head and the AUL? 

e. Are serials lists controlled, with very selective addition of 
new titles, and cancellation of unneeded titles as they are 
identified? 



2. Additional support for collections 



a. Have efforts been made to acquire supplemental support for 
the collections by seeking and encouraging gifts frtxn 
individuals, academic departments, etc.? 

b. Have grant proposals been developed? Have these proposals 
been prepared in cooperation with Library development staff? 
With faculty or organized research units? Have they been 
successful? 



III. Support for the collection development and management processes: 



A. Time devoted to collection development 



1. Hew much time (per week, averaged over the year) is devoted to 
selection? 



a. Is this time adequate for maintenance of current collecting 
levels? 

b. Is it sufficient to permit scare collection analysis and 
retrospective collection development, when funds are avail- 
able for these purposes? 

c. Is selection accomplished with some regularity throughout the 
year, or batched at infrequent intervals? 

2. Hew much time (per week, averaged over the year) is devoted by the 
collection development librarian to preservation and deselection 
activities? 



3. Is seme of the librarian's time devoted to routine bibliographic 
checking or other clerical work in support of collection develop- 
ment and management? Hew much time (per week, averaged over the 
year)? 



B. Are there major obstacles to the achievement of the defined goals for 
the collections? What are the obstacles? Can remedies be suggested? 



c: analysis 

5 10/31/86 



er|c 151 !5C 



University of California at San Diego 



Goals and Object ives 19^9 -199; 



GOALS: 



My overall goals as a Social Sciences and Humanities reference 
librarian is to continue to broaden my knowl^l £ 
European and Soviet studies, building on my exoertise In 
languages and literature. This is in response to thedirection 
of literary research towards more multi-disciplinarv studi«« *«2 
to the need in the department of a resource plrsSn^or^uropeS 
R-issian and Scandinavian studies in additioTto Uteratur?. J 
also wish to further develop my skills in the delivery of 
reference information and to become more effective^ in 
contributing to the governance of the department. n 



OBJECTIVES : 



1. Upgrade language skills of Russian, German, French and 
Italian; increase knowledge of literary, cultural and 

Ind Amerilln 88 **** are * S ' ±n addition ta English 

2 * th^uS?°^? Q < o^ Kaxapm and Soviet current affairs 
through participation in an IGCC research project on 
international security _and arms control ^nd by 
traveling in the USSR and Europe. 

3. Participate in a training program given by the 
Documents and Maps Department. Y 

4. Upgrade online searching skills, particularly 
searching of MIA and other Humanities databases. 

5. Continue to work with other members of the department 
the d^partSent aent **** ^ b * tter co *»unication within 

6. Participate in strategic planning efforts, e.g. on 
issues relating to reference desk staffing, workload 
analysis, etc. 
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jrROHl 

SUBJECT: Collection Development Goals and Objectives 
October 1989 - December 1990 



•Strategic Plan Actions 



Action 1 

Objective: 
Obj ective: 



Objective: 
Objective: 

Obj ective : 

Objective: 

Objective: 



Enhance and formalize communications about new 
programs , new faculty and their research 
interest, and curriculum changes: 

Continue to send quarterly acquisitions lists 
to all faculty in the Literature Department. 

Send information sheet about computer services 
in the social sciences, art and humanities and 
about subsidized online database searching for 
graduate students to all Literature faculty and 
graduate students. (Fall 1989) 

Meet with all new faculty. (Pall 1989) 

Meet with as many graduate students as wish to 
respond to my invitation at the Literature 
Graduate Student Orientation and specifically 
seek out the foreign students. (Fall 1989) 

Work with three new faculty in French 
Literature to find out about their research 
interest and its impact on collection 
development, also in areas outside Literature. 

Continue seeking collection development i; put 
from faculty, on a regular basis with French, 
Italian, German and Russian section members, 
ad hoc with other facility. 

Continue to work with other bibliographers, 
informing them when literature faculty research 
extends into their areas, negotiate shared 
acquisitions , etc . 
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Objective: 
objective: 



Continue intensive collection management 
activities with broad faculty input. 

Weed the Scandinavian collection. (Fall 1989) 

Weed the Russian, German, and French collection 
at times when the faculty workloads allow for 
cooperation. (1990-1991) 



ftction 7 Develop formal written coordinated collection 

development agreements with other DC campuses, 
SDSU, and other institutions. 

Objective: Continue working as a member of LAUC Ad Hoc 

Committee on Shared Collections. 

Objective: Work as member of the new Coordinated 

Collection Development Task Force. 

Objective: With George Soete and Terry Allison develop 

coordinated collection development agreement 
with other UC campuses as appropriate and in 
this process determine UCSD's responsibility 
for poetry collecting in the UC system. Mid- 
November, 1989 • 

This issue will be addressed also in the LAUC 
Ad Hoc Committee on Shared Collections. (1990) 

Objective: Develop coordinated collection development 

agreements with other UC campuses regarding 
fiction collecting, working with the LAUC Ad 
Hoc Committee on Shared Collections. (1990) 

Action 9 Conduct comprehensive census of resource- 

sharing possibilities in the UCSD Library. 

Objective: Some of this is addressed above in Action 7. 

Objective: Explore possibilities of resource sharing 

with SDSU and SDPL regarding fiction, poetry, 
and children 1 s literature* (1990) 

Action 11, Establish regular contact with functional 

colleagues within the UC system and other 
institutions. 

Objective: Continue habit of contacting UC colleagues in 

person or by phone about once a year. 

Objective: Meet with functional colleagues at UCB. 

November 29, 1989 
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Meet with functional colleagues at SDSU, USD, 
and SDPL in connection with work on Coordinated 
Collection Development Task Force. (Pall 1989) 



Objective: 
Ob j ective : 



Develop plan and policies for a tiered approach 
to collection development and management. 

I plan to fcring about a discussion of 
coordinated use of SRLF in the IAUC Ad Hoc 
Committee on Shared Collections. 

Incorporate tiered concepts in revision of 
Collection profiles. (October 30 , 1989) 



Action 15, 



Objective: 



Provide explicit , written rationalization for 
format choices. 

Incorporate format considerations in Collection 
Profiles. (October 30 , 1989) 



Obj ective: 



Participate in soliciting collections, etc, in 
support of campus programs. 

Will continue to encourage Professor Hannes 
Alfven to donate his papers to UCSD if the 
Library so desires. (January 1990) 
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University of Illinois at Urbana-Champaign 
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University of Iowa 



Sample Goals Statements Relating to Liaison Activities 
(Extracted from goals documents of several librarians) 



L i br ar i an 1 



a. Maintain liaison with French faculty through visits, 
phone, and memoranda. 

b. Ascertain the research and teaching needs of new 
faculty by meeting with them. 



Librarian 8 



a. Working closely with faculty (monthly meetings) , 
expend budgeted funds judiciously. 

b . Working with the faculty, develop hand outs and 
projects to assist in educating students of Italian in the 
use of Libraries' resources. 



L ibr ar ian 3 



Improve commun ication with and involve Human i ties 
faculty in Classics, Linguistics and Portuguese Literature 
more fully in the collection management process. 

a. Beyond the Linguistics Department proper, work to 
establish an e-mail distribution list which includes faculty 
members from several departments with an interest in 

1 inguist ics. 

b. Work to establish an e-ma il distribution list for 
Classics faculty. 

e. Communicate with Prof XXX of the Department of 
Spanish and Portuguese at least once during the year 
concerning collection development in Portuguese Literature. 
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University of Notre Dame 



EXPECTATIONS OF BIBLIOGRAPHERS 



The primary responsibility of the Bibliographer is the 
development and maintainance of those segments of the collection 
to which le or she is assigned, including selection, evaluation, 
preservation and weeding. While other achievements in the 
Libraries or in the profession are expected of the Bibliographer, 
their numbers will not compensate for neglect or inadequacy in 
this primary responsibility. The quality of a Bibliographer's 
work may eventually be revealed through the opinion of those who 
use the collection he or she has formed over many years. 
However, collections grow and change slowly and noticeable 
improvement is often dependant on the amount of money available. 
Therefore, it is necessary to use interim means of assessing the 
Bibliographer's work, to employ surrogates for precise measures 
of collection quality, and to base evaluations on presumed effect 
of the Bibliographer's knowledge and achievements. The following 
description of what is expected of Bibliographers at the 
University of Notre Dame Libraries attempts to guide 
bibliographers in their professional development while making 
explicit the basis on which their performance will be appraised. 

I. Bibliographers will be expected to demonstrate 

increasing expertness with regard to their particular 
segments of the collection. This will be manifested 
by: 



A. Knowledge of publishing and book trade 
activity in their fields, e.g., major 
publishers, specialty book dealers, 
predominance of particular types of material, 
volume of publishing and costs, etc. 

B. Understanding of use and relative importance 
of library resources, both print and non- 
print, in teaching and research in their 
fields. 

C. Knowledge of the type of course offered in 
relevant programs at Notre Dame, the research 
being carried out by various professors here, 
etc . 

D. Some understanding of the nature of an 
outstanding collection in their fields, where 
such collections exist, etc. 

E. Knowledge of Notre Dame's collection in their 
fields, its major works, strengths, 
weaknesses, how well it meets local needs, 
priorities for improvement, etc. 




Mastery of all of these would require years of 
experience, and so what is expected is evidence of 
gradual progress toward competence. Such evidence is 
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found in the quality of information and advice 
regarding the collection given to the Assistant 
Director, Head of Acquisitions and others in the 
Library — is it clear, specific, consistent, and does 
it prove to be useful? Other evidence is found in 
written reports such as requests for funds, 
justification for serials and expensive purchases, 
collection assessments, endowment proposals. Are these 
specific, based on collection goals and long-range 
plans? Does the Bibliographer produce them without 
being prodded? Further evidence is in the confidence 
demonstrated by faculty members in the Departments to 
which the bibliographer is assigned — are there signs 
that the bibliographer is increasingly consulted with 
regard to the collection, is there other testimony to 
his or her competence from faculty members? The goal 
for bibliographers is to become the Libraries' experts 
on library resources in their fields, whose knowledge 
of the relevant subject resources, how they are 
acquired and used, is more comprehensive than that of 
any one member of the Teaching and Research Faculty and 
more specific than anyone on the Library Faculty, 

II. Bibliographers are expected to demonstrate scholarly and 
professional interests and achievements, particularly in 
fields related to their collection responsibilities. 
Indications of this include: 



A. Completion of advanced degrees in a relevant 
subject area. While the function of a 
Library bibliographer requires a broader 
purview than that of a scholar in a 
particular discipline, familiarity with 
research in a discipline and the winning of 
academic credentials can assist 
Bibliographers in gaining the confidence of 
faculty members, and in fulfilling the 
expectations outlined in part I. 

B. Attendance at courses, lectures, seminars, 
etc. in relevant fields. Not all 
Bibliographers will have extensive academic 
background in these fields, but all should 
have sufficient interest in the discipline to 
learn more about it. 

C. Research and writing, either in relevant subjects or in 
library professional matters related to the 
responsibilities of the position. 

D. Participation in relevant professional or 
scholarly organizations. 

These expectations are closely related to the criteria 
for appointments and promotions applicable to all 
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members of the Library Faculty. For Bibl iographers 
they should be realized in a way that furthers the role 
of the particular Bibl iographer in the Universi ty 
Librar ies. 

III. Bibliographers are also expected to perform the following 
functions which both contribute to the quality of their 

co 1 lec t ion development and make an independent contribution 
to the University Libraries. 

A. The bibliographer should be active in 
promo t ing upper level bibliographic 
instruction, and in developing new approaches 
to such instruct ion • Evidence of success 
here are courses offered (are they 
increasing, is the Bibliographer being asked 
to return, etc.) as well as the testimony of 
students and facul ty . 

B. The Bibliographers should be increasingly 
involved in specialized reference in their 
fields, including data base searching if that 
is appropriate. There should be evidence of 
energy and creativity in promoting and 
providing library services to students and 
faculty in their departments. Evidence of 
growing success comes in the numbers that 
seek out the Bibliographer, and in referrals 
from other library departments, especial ly 
Reference. Testimony detailing ways in which 
the Bibliographer assisted research are 
valuable evidence of achievement as well. 

IV. Like other librarians, Bibliographers are expected to 
play a role in the work of the Libraries generally, 
through Committees, special projects, etc. 

A. Testimony from Committee chairs describing 
the particular contributions of the 
Bibliographer to the achievement of the 
Commi t tee * s purpose is valuable evidence. 

B. Creative suggestions for new approaches 
contributing to the achievement of the 
mission of the Libraries, and demonstrated 
initiatives toward that end are very 
impor tant • 

C. The contribution of the Bibliographer to 
successful projects and the quality of 
reports produced are a lso impor tant here. 

I n eva luat ing Bibliog rap hers with regard to these 
matters the level of their activity, the amount of 
initiative they take,' their mastery of professional 
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V. 



matters and understanding of Library operations as 
revealed in the breadth of knowledge and quality of 
analysis they demonstrate are all taken into 
considerat ion. 

Bibliographers are expected to communicate effectively 
and to cooperate well with others in achieving Library 
goals, even though they work independently more than 
most librarians. 



A. Effective communication means gearing the 
style and substance of the communication to 
the various groups with whom they interact 

faculty, students, Library administrators, 
Library faculty and staff. 

B. Communication must be animated by a real 
understanding of the academic world and an 
appreciation of scholarship. 

C. Cooperation within the Libraries must be 
based on an understanding of the requirements 
of others' positions and a willingness to 
share knowledge and experience. 

Although all five expectations have- some application for 
every Bibliographer, the degree to which each is ful f i Ued °i 1 1 
h.^ ?k 1V W i th the Bibli °9^pher<s personal character ist cs 

but with the nature of his or her sub ject Vesponsib i 1 i t ies! "ey 

as a'hal? 2 "h? the formati °" professional goals? 

ILt^ I ^ussion of the Bibliographer's activities in 

monthly reports and b,weekly meetings with the Assistant 
Director, and as a means to evaluate the Bibliographer's 
performance. 



ERIC 



164 

1ST; 



University of Oregon 

[The following is from "General Evaluating Criteria for Librarians 91 as adopted by 
the University of Oregon Library Faculty end approved by the University Librarian] 



1. QUALITY OF PROFESSIONAL PERFORMANCE 
A. Applicable to all librarians 

1* Effective use of subject knowledge 

2* Stimulation of faculty and student use of library resources 

3* Efficient development of subject collections 

4* Maintenance of appropriate standards of student performance 

5* Preservation of quality in all areas of bibliographic service 

6* Development and utilisation of innovative techniques and tools related 

to information retrieval and bibliographic service 
7* Cooperation with scholars , other clientele, and staff In forwarding 

general objectives of the University 
8. Teaching and developing evaluative materials reflecting current 

scholarship In e discipline or the profession 
9* Participation in academic advising and consultation 
10* Effectiveness in professional roles 

(a) Applicable to activities in public services : 

Effectiveness of the reference interview and motivation 
of client interest in the use of the library 

(b) Applicable to activities In the technical processing of materials : 

Effectiveness in applying bibliographic techniques to pragmatic 
solutions of organising library collections 

(c) Applicable to activities in formal classroom teaching : 

(1) Classroom instruction, including careful preparation of course 
material end effectiveness of presentation 

(2) Academic advising, consultation, and informal teaching 

(3) Stimulation of student interest in quality work by students 
(A) Supervision of student research 

(5) Revision of courses to keep them u^ated 

(6) Maintenance of appropriate standards of student performance 

(7) Evaluation of student performance 

(8) Interest in effective teaching techniques 

(9) Defining education objectives and developing teaching and 
evaluative materials reflecting current scholarship in the 
discipline and in education theory 

!• Applicable to librarians with major adminis t rative responsibilities 

1. Ability to set objectives, express them clearly , and plan their 
execution 

2. Decisiveness and efficiency in the decision-making process 

3* Ability to plan end to organize current, d*y-to-day operations 
4* Alertness to new methods and technological changes 
5* Appreciation of interdepartmental and University-wide relationships 
and cooperation 

6* Effectiveness in the execution of top management policy decisions 

7* Recognition of necessity for critical consultation and cooperation with 

management up and down the line ' 
8* Effective utilization of applicable channels of communication, including 

reporting to subordinates and to management 
9* Responsible assumption of coordination and direction of subordinate 
parts of departments and divisions 
10* Effectiveness in delegating authority with balance of required supervision 
11* Development of staff for more effective and satisfying job performance! 

including enhancement of the professional role 
12* Effectiveness In establishing adequate on-the-job training programs 
with follow-up in personnel evaluation 
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ASSESSMENT OF LIAISON SERVICES 



ASSOCIATION OF RESEARCH LIBRARIES OFFICE OF MANAGEMENT SERVICES 

ERIC 



University of Nebraska at Lincoln 



PUBLIC SERVICES ANALYSIS PROJECT 
Spring 1991 

Working Group Charge Outline: Liaison Working Ooup 

Charge: Your charge is to examine and analyze the current scope and 
effectiveness of liaison services and activities carried out by liaison 
librarians for the University Libraries, and to determine if improvement, 
enhancement, or modification is warranted. 

1* For purposes of this analysis, liaison services at the University Libraries 
are to include all aspects of communication (techniques and content) between 
liaison librarians and the faculty (including adjunct faculty, teaching staff, 
graduate and undergraduate students, in their assigned liaison departments. 
The focus of assessment is to be on the overall impact of these liaison 
activities, not on the specific activities or performance of individual 
librarians. However, you may need to analyze some data according to broad 
discipline or subject categories (i.e. Humanities, Social Sciences, Sciences, 
undergraduate programs vs. graduate programs.) 

The analysis should address, but is not limited to the following questions: 
Services and Roles 

a. What is the liaison-to-faculty ratio for liaison librarians at UN-L? What 
is the liaison-to-student ratio, where "student" equals the number of 
individuals registered for classes in a liaison's departments in a given 
semester? Also break down by graduate and undergraduate student populations. 

b. How much of liaison librarians' time is spent specifically on liaison 
activities? 

c. What services are liaison librarians currently providing to faculty, staff 
and students in their assigned departments (i.e. specialized reference 
services, new book lists, selective dissemination of information, custom 
bibliographies)? 

d. What liaison services do faculty consider most inqportant? Are there 
services not offered that they would like for us to provide? If so, how do 
they rate these in importance compared to those currently offered? Are there 
services currently being offered that faculty would not mind being 
discontinued? 

e. What liaison services do librarians consider most important? Are there 
services not offered that they would like to offer? If so, how do they rate 
these in importance compared to those currently offered? Are there services 
currently being offered that they would like to discontinue? 

f. What are faculty perceptions of what the role of a liaison librarian should 
be? What are liaison librarians' perceptions of what the role of a liaison 
librarians should be? 

g. Are faculty aware of who their liaison librarian is? Are they aware of what 
the liaison librarians do, and what services they can provide? If not, should 
more be done to inform faculty? If so, how should this be done? 
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h. Do faculty find their liahton librarians to be approachable, available and 
helpful? Why or why not? 

1, How frequently, and for what reasons, do Instructors or faculty refer 
students to a liaison librarian? 

CnmmMcat ion ifethods 

a. What Methods do liaison librarians use to communicate with members of their 
assigned departments (i.e. letters, naaos, telephone, e-mail, book chairs, 
Link, Scarlet, "grapevine")? Consider both how liaisons send information to 
department members, and how department members relay information to their 
liaison librarians. How well do these methods work? What forms of 
communication do faculty prefer? What other methods might be useful? 

b. To what extent do liaison librarians currently rely upon departmental book 
chairs? What roles do book chairs fulfill? 

b. Do librarians think having a designated book chair In each department is an 
effective my to maintain contact with their liaison departments? Why or why 
not? Do the faculty think this Is an effective means of communication? Why or 
utoy not? 

c. Is the amount of information liaison librarians are providing to their 
departments adequate from the perspective of the faculty members? from the 
liaison's perspective? 

d. Are faculty aware that their input Is important for collection development 
(selection and deselection) decisions liaison librarians make? 

e. Do faculty feel they are given adequate opportunity for Input to collection 
development decisions? How Is this Input given? 

f. Is the amount of Information faculty are providing to their liaison 
librarians adequate from the liaison's perspective? from the faculty's 
perspect lve? 

g. What opportunities do liaison librarians have to meet with their 
departments? How frequently do liaison librarians meet with their departments 
as a group? With individual faculty members? Who Initiates these meetings? 



Faculty Information Needs 

a. For what reasons do faculty contact their liaison librarian (I.e. book 
requests, report mutilated or lost material, personalized reference service, 
library Instruction, co^uter search)? What is the volume and frequency of 
faculty-Initiated contacts? 

b. What kinds of Information needs do faculty not bring to their liaison 
librarian? Why? To whom do they turn instead? 

c. What kinds of information do faculty consider most Important for liaison 
librarians to provide to them (i.e. reference assistance, bibliographic 
verification, serials holdings, library policies or procedures, holdings of UN- 
L or regional libraries)? What kinds of Information do liaison librarians 
consider most Important for them to provide to their faculty? 
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Liaisons 1 Information Needs 



a. For what reasons and how frequently do liaison librarians contact their 
faculty? 

b. How frequently do liaison librarians refer faculty or students to other 
resources/services, either inside or outside the Libraries (i.e. referred to 
circulation for overdue charges, referred to State Historical Society, or 
Department of Public Safety)? 

c. What kinds of information do liaison librarians consider most important for 
faculty to provide to them (departmental goals, curriculum development, student 
enrollment , syllabi, library assignments)? What kinds of information do 
faculty consider most important to provide to their liaisons? 

d. Are librarians able to get the information they need, regarding their 
assigned departments (i.e. names of graduate students, departmental goals, 
curriculum emphases, enrollment figures, class library assignments), in order 
to make the best decisions about library matters affecting users? ti^y or why 
not? Are their other ways of getting this information? 

e. Are liaison librarians able to obtain the library and publishing information 
they need (i.e. prices for serial backfiles, status of accounts, status of 
orders), when they need it, to do their Jobs effectively? 

f . Are liaison librarians given adequate orientation to the duties and 
responsibilities they have as liaison librarians, and ongoing opportunities for 
exchange of ideas? If not, what changes are recomended? 

g. Do liaison librarians experience time conflicts which limit their 
effectiveness as liaison librarians? If so, how severe are these conflicts? 
How do liaisons deal with them? 

h. What conflicts, other than time, do liaison librarians encounter. How do 
they manage these conflicts? 

2. Library Departments and sub-units to investigate: 
Central Reference Services, Branch Services 

3. Personnel: 

Department chairs; Coordinator, Collection Management & individual Liaison 
Librarians 

4. Reports, documents and forms available: 

The following documents contain information relevant to your charge. You will 
likely want to consult them while developing your strategy and before making 
your final recommendations: 

Annual Reports, Multiple Location Decisions, IRIS suggestions, Annual 
Statistical Report of Faculty and Student Counts by Department 
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5. Possible methodologies and target groups to be surveyed: 



The following methodologies and target groups are suggested for consideration; 
however, the working group should not feel limited to these suggestions: 

a. Interview or survey liaison librarians 

b. Solicit examples of printed communication between liaison librarians and 

faculty, staff or students 

c. Asked liaison librarians to interview selected faculty, staff and 

students in their assigned departments. 



6. Target dates: 

June 14 - Outline of methodologies 

July 12 - Data collection instruments to Steering Committee for review 
August 12 - Internal data collected 
September 6 - Interim report due 
October 24 - External data collected 
November 18 - Final report due 

7. Final Report: 

a. Findings — should include: 

- statement of assumptions made 

- an explanation of methodologies employed 

- description of the population^ ) studied or source of data 

- presentation of data in appropriate formats such as tables, graphs 

or charts 

- summary of major findings 

- interpretation of data 

- discussion relating findings to other existing library services 

b. Recommendations — may include: 

- short range recommendations (prioritized) 

- long range recoonendat ions (prioritized) 

- recommendations requiring further study or discussion 

8. Steering Committee contact: Gall Latta 

9. Date charge finalized: 20 May 1991 



♦Charge developed by Public Services Analysis Project Steering Cowoittee: 
Rebecca Bernthal, Chair; Jerry Frobom, and Gail Latta 
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Liaison Services in Academic Libraries: 
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compiled and annotated by Gail F. Latta 
Associate Professor, University of Nebraska-Lincoln 

Bagnall, Roger S. and Carolyn L. Harris. "Involving Scholars in Preservation Decisions: The 

Case of the Classicists. Journal of Academic Librarianship 13 no. 3 (July 1987): 140-146. 
This article describes a rational plan for involving faculty in the deselection of library 
materials and the designation of preservation priorities in academic libraries. The 
advantages and disadvantages of involving scholars are given. 

Bell, Jo-Ann. "Faculty Input in book Selection: A Comparison of Alternative Methods." 
Bulletin of the Medical Library Association 75 (July 1987): 228-233. 
This article is one of the few empirical studies of liaison services. This study sought to 
assess the effectiveness of book selection based on faculty ratings of subject terms from 
the Medical Subject Headings (MESH) list. Comparisons of librarians' and faculty's 
selection decisions suggested MESH ratings alone do not constitute an accurate basis for 
collection development. 

Buckeye, Nancy. "A Plan for Undergraduate Participation in Book Selection." Library 
Resources and Technical Services 19 (Spring 1975): 121-125. 

The author argues for the involvement of undergraduate students in the selection of 
materials for academic libraries. A specific plan is proposed, followed by rebuttals from 
three respondents. 

Byrd, Cecil IC "Subject Specialists in a University Library." College and Research Libraries 27 
(May 1966): 191-193. 

This article describes the genesis of the subject specialist's position in the library at 
Indiana University. The goals of the program are stated and the scope of liaison 
activities are described. Non-librarians hired to fill the positions were considered full 
members of the academic departments they represented. 

Cenzer, Pam. "Library/Faculty Relations in the Acquisitions and Collection Development 
Process/ Library Acquisitions: Practice and Theory 7 (1983): 215-219. 
This article provides a fluid discussion of two primary issues for liaison librarians: the 
role of faculty in selection, and management of the faculty library committee. 
Alternative ways of involving faculty in selection, from policy formulation, to budget 
allocation and materials selection are described. Methods of motivating faculty 
participation and cooperation are outlined. 

Commerlon, B. Anne. "Building Faculty/Library Relationships: Forging the Bond." The 
Bookmark 45 (Fall 1986): 17-20. 

This article is based on the premise that perceptions librarians and faculty have of one 
another determine the quality of their relations. It suggests ways of removing 
misconceptions between them. A service-oriented philosophy and a sense of self-worth 
are identified as prerequisites for productive library/faculty relations. Involvement on 
the part of librarians in the academic community is encouraged. 
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Drummund, Rebecca G, Anne Page Mosby, and Munroe Hovas. "A Joint Venture: 

Collaboration in Collection Building." Collection Management 14 (1991): 59-72. 

The authors discuss three areas in which librarians need to develop awareness and skill 

in order to conduct effectiv ; liaison work Areas highlighted are: understanding the 

academic milieu, the political environment, and cultivating effective public relations 

skills. 

Dukes, Robert J. Jr. "Faculty/Library Relations in Acquisitions and Collection Development: 
The Faculty Perspective." Library Acquisitions: Practice and Theory 7 no. 3 (1983): 
221-224. 

Library collection development routines are described from the perspective of a college 
faculty member. Practices that serve as barriers to faculty participation in collection 
development are identified. Insight is provided into the distance that must be bridged 
between faculty and librarians. 

Ekkebus, Allen E. "Librarian-Researcher Cooperation with a Liaison Program." Tennessee 
Librarian 39 (Spring 1987): 17-19. 

A liaison program in a special library that incorporates features useful to the academic 
research community is described. Liaison services focus on three primary activities: 
Collection development, online searching, and promotion of library services. Through 
direct contact with researchers, liaisons are able to monitor information needs within 
their divisions. 

Emmick, Nancy J. "Historians and Librarians: A Productive Partnership." History Teacher 
22 no. 4 (August 1989): 375-386. 

This article examines the relationship between historians and librarians, and suggests 
ways they can work together to develop and preserve library collections that sustain 
historical research. Issues examined relate to: budget, approval plans, periodicals, 
subject specialists, and the departmental library committee. 
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and Research Libraries 46 (March 1985): 140-146. 

This article provides a historical treatment of collection development responsibilities in 
academic libraries. Formerly the province of faculty, several factors combined mid- 
century to affect a greater role of the lilbrarian in selection. Arguments are offered for 
increasing the importance of liaisons in selection. 

Gasser, Sharon and JoAnne Deeken. "The Acquisitions Librarian and Public Service: Is It 
Worth the Hassle?" In Conference on Acquisitions, Budget and Collections, David C. 
Genaway, ed., 1990. 189-203. 

This article profiles one of the most fully developed liaison programs described in the 
literature. Organizational issues are emphasized over liaison activities. The role of vhe 
Liaison Steering Committee and the Collection Development Committee are described. 
A statement of goals and objectives for the program is appended. Problems with the 
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Gater, Helen L. "The Price of Partnership." (Faculty-library cooperation at Arizona State 

University - West Campus.) Journal of Library Administration 14 no. 2 (1991): 87-101. 
A \ii ough not specifically tied to liaison work, the author outlines methods by which 
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librarians may become more involved in campus activities, thereby gaining the respect of 
faculty and a stronger voice in affairs affecting higher education. The benefits of such 
involvement are enumerated. 
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Govan, James R "Community Analysis in an Academic Environment." Library Trends 24 no. 3 
1979): 541-556. 

This article serves as a general discussion of the various user populations served by 
academic libraries* Methods commonly used to assess and communicate with these 
groups are described, including the faculty library committee, faculty senate, research 
teams, subject specialists, graduate and undergraduate students, and administrators. 
User surveys and other traditional forms of community analysis are described* 

Hardesty, Larry. "Book Selection for Undergraduate Libraries: A Study of Faculty Attitudes." 
Journal of Academic Librarianship 12 (March 1986): 19-25. 

This article presents the results of a survey developed to assess faculty attitude toward 
selection of library materials for undergraduate student needs. Only portions of the 
scale designed to assess faculty selection criteria are reported. The author concludes 
that "the idea of 'books for undergraduate libraries' is an ill-defined concept" among 
classroom faculty. 

Harlow, Bart. "Achieving Client-Centered Collection Development in Small and Medium-sized 
Academic Libraries." College and Research Libraries 50 no. 3 (May 1989): 344-353. 
A model of collection development known as "Client-centered" is described in this article. 
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communication link between faculty and librarians, allowing concerns regarding 
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Library." North Carolina Libraries (Spring 1985): 15-16. 
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289-316. 
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designing a successful liaison program. Issues covered include: personnel, institutional 
commitment, internal communication, skill development, and managing criticism. 
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49 no. 7 (July 1988): 434-435. 

Consisting almost entirely of questions, this article identifies the variety of information 
a liaison librarian should seek regarding a new departmental assignment. Included are 
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Journal of Academic Librarianship 16 no. 3 (July 1990): 154-157. 

This brief article outlines the development and benefits of a database profiling faculty 
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Collection Management 6 no. 3/4 (Fall/Winter 1984): 63-72. 

This article outlines a plan for organizing faculty involvement in collection development. 
The basis of the plan is the education of faculty regarding their role in collection 
development The author argues it is in the best interest of the library to educate 
faculty, thereby defining the means and limits of their influence* 
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Faculty Survey in an Academic Research Library." RQ 28 no. 4 (Summer 1989): 496-505. 
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perceptions of the library and identifies specific predictors of faculty perceptions of 
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Services were rated higher than quality of the collection. Implications are drawn for 
activities to be targeted by liaisons. 
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Building 7 (Spring 1985): 4-10. 

This article presents the results of a faculty survey assessing the role of faculty in the 
selection of library materials, and indicates that faculty consider selection an important 
activity for which faculty and librarians should share responsibility. Participation was 
considered more important for teaching than for research activities. Many respondents 
expressed a need for more assistance in the selection process. 
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Library Acquisitions 14 no 1 (1990): 113-119. 

This article outlines an unusual role for the liaison in serials collection management in 
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influencing decisions about research funding and publication* Issues addressed include 
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Education 32 (1961): 454-458. 

Inspired by a large-scale effort to involve faculty in assessment of the library's 
collection, the author shares some thoughts regarding the role of faculty in collection 
development, providing one of the earliest statements of the "obligations" of faculty and 
librarians vis a vis collection development in the academic library* 

Vidor, David L. and Elizabeth Futas. "Effective collection Developers: Libraries or Faculty?" 
Library Resources and Technical Services 32 no. 2 (April 1988): 127-136. 
This article presents one of several studies attempting to assess the quality of faculty vs. 
librarians' selection of library materials. Although a number of methods of comparison 
were employed, the data is inconclusive, corroborating findings of other studies of 
collecting effectiveness* 
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Fund Allocation." In Academic Libraries: Myths and Realities. Chicago, IL: Association 
of College and Research Libraries, 1984. 

This article outlines a process for involving faculty, and the faculty library committee, in 
developing a formula for allocating collection development funds. It includes a 
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